

[image: USDA's header and logo]


The Food Distribution Program on Indian Reservations (FDPIR)
July 2015 update
Management Evaluation Module
	State Distributing Agency 
or Indian Tribal Organizations:
	

	Review Date(s):		
	

	Review Period:                             
prior program year and the current year to date
	

	Reviewers:	
	






Contents
ACRONYMS	4
FORMS and EXHIBITS	4
MATERIALS TO REQUEST AND REVIEW IN ADVANCE	5
I.	STATE AGENCY OPERATIONS AND STAFFING	6
A.	Plan of Operation	6
B.	Personnel	7
C.	Monitoring and Review	9
D.	Nutrition Education	10
II.	CERTIFICATION AND HOUSEHOLD ACTIONS	12
A.	Case File Review	12
B.	Application Processing	13
C.	Dual Participation Controls	15
D.	Eligibility Determination	16
E.	Disqualification	18
F.	Household Claims	20
G.	Fair Hearings	20
H.	Household Records Maintenance	21
III.	HOUSEHOLD DOCUMENTS	23
A.	Application Form	23
B.	Certification Notices	24
C.	Claim Demand Letter	26
IV.	INVENTORY CONTROLS AND WAREHOUSE OPERATIONS	27
A.	Inventory Levels – Advanced Review	27
B.	Inventory Levels – Onsite Inventory Verification	28
C.	Inventory Procedures	29
D.	Warehouse Operations	32
E.	Agreements	33
V.	DISTRIBUTION	34
A.	Distribution – General	34
B.	Warehouse and Grocery Store Distribution	35
C.	Tailgate Operations	36
D.	Home Delivery	37
VI.	FINANCIAL MANAGEMENT	38
A.	Financial Audits	38
B.	Forms and Reports	38
C.	Financial Management System	39
D.	Budget Reconciliation	40
E.	Equipment	41
F.	Outstanding Budget Requests/Needs	43
VII.	CIVIL RIGHTS	44
A.	Compliance	44
B.	Complaints	48
C.	Data Collection and Retention	49
VIII.	TRAINING	50
A.	ITO/SA Training	50
B.	Civil Rights Training	52
C.	Training Needs	53



[bookmark: _Toc424207182]ACRONYMS

AIS – Automated Inventory System
ASAP – Automated Standard Application for Payments
BIUB – Best If Used By Date or Equivalent
CFR – Code of Federal Regulations
CR – Civil Rights
FDP – Food Distribution Program
FDPIR – Food Distribution Program on Indian Reservations
FD – Food Distribution
FIFO – First In, First Out
FM – Financial Management
FNS – Food and Nutrition Service
FNSNO – FNS National Office
FNSRO – FNS Regional Office
FPRS – Food Programs Reporting System
FY – Fiscal Year
GA – General Assistance
IPV – Intentional Program Violation
ITO – Indian Tribal Organization
LA – Local Agency 
LOC – Letter of Credit
NDS – Nondiscrimination Statement
ME – Management Evaluation
OCR – FNS Office of Civil Rights
OMB – Office of Management and Budget
PA – Public Assistance
RO – Regional Office
SA – State Agency
SDA – State Distributing Agency
SNAP – Supplemental Nutrition Assistance Program 
SSI – Supplemental Security Income
TANF – Temporary Assistance for Needy Families
USDA – United States Department of Agriculture
WBSCM – Web-Based Supply Chain Management

[bookmark: _Toc424207183]FORMS and EXHIBITS

AD-3027 USDA Program Discrimination Complaint Form
Exhibit M – Food Distribution Program on Indian Reservations Net Monthly Income Standards
Exhibit O – Food Distribution Program on Indian Reservations Monthly Distribution Guide Rates by Household Size
FNS-74 Federal State Agreement
FNS-101 Participation in Food Program – By Race
FNS-152 Monthly Distribution of Donated Foods to Family Units 
SF-424 Application for Federal Assistance
SF-425 Federal Financial Report




[bookmark: _Toc424207184]MATERIALS TO REQUEST AND REVIEW IN ADVANCE

	Material
	ME Section

	· Annual Self-Assessment or Monitoring Plan
	All Sections

	· Plan of Operation (review both ITO/SA and FNSRO copies)
· FNS-74
· FDPIR Organization Chart
· FDPIR Personnel Salary
· ITO/SA Internal Monitoring and/or Review Reports
· Nutrition Education Materials
	State Agency Operations and Staffing
Section A
Section C
Section D

	· ITO/SA Application Form
· Notice of Eligibility
· Notice of Eligibility for Expedited Service
· Notice of Denial
· Notice of Adverse Action
· Notice of Expiration of Certification
· Claim Demand Letter
	Household Documents
Section A
Section B
Section C

	· Current listing of households certified eligible to participate in FDPIR
· Current listing of households no longer participating in FDPIR
· Selection of twenty (20) active and inactive case files for Case File Review 
	Certification and Household Actions
Section A
Section C

	· FDPIR Inventory Calculator (tool on file with FNSRO)
· FNS-152 (3 most recent months downloaded from FPRS)
· Healthy and Safety Inspection Report
· ITO/SA Agreements
	Inventory Controls and Warehouse Operations
Section A
Section D
Section E

	· Administrative Funding Ledger from previous fiscal year
· Nutrition Education Funding Ledger from previous fiscal year
· Financial Audit Report
· Approved Budget
· Copies of Contracts
· Signed SF-424
· Signed SF-425
· Financial management supporting documents
· Equipment List
	Financial Management
Section A
Section B
Section E

	· FDPIR Outreach Materials
· Civil Rights Complaints
	Civil Rights
Section A
Section B

	· FDPIR Online Certification Tracking Sheet (sent to FNSRO quarterly, on file at FNSNO)
· List of trainings offered by ITO/SA.
· Training materials, logs, agendas
	Training
Section A


I. [bookmark: _Toc424207185]STATE AGENCY OPERATIONS AND STAFFING

Materials needed to complete this section:
· Plan of Operation on file at the Indian Tribal Organization (ITO)/State Agency (SA)
· Plan of Operation on file at the FNS Regional Office (FNSRO)
· Signed Form FNS-74, Federal/State agreement
· FDPIR organizational chart for the ITO/SA
· Current salaries for FDPIR personnel
· ITO/SA internal monitoring and/or review reports
· Nutrition Education materials 


A. [bookmark: _Toc424207186]Plan of Operation

Review a copy of the Plan of Operation and form FNS-74, Federal/State Agreement filed at the ITO/SA and at the FNSRO. Complete the following chart.      

	Policy:  A Plan of Operation must be on file, current, contain all requirements listed at 7 CFR 253.5(a), and approved by FNSRO.  In addition, the FNSRO must approve all amendments to the Plan of Operation in advance of any change becoming effective.




	PLAN OF OPERATION 
FINDINGS LOG
	YES
	NO
	N/A
	REGULATION/
POLICY/
INSTRUCTION
	FNS HANDBOOK 501

	Does the Plan of Operation on file at the ITO/SA:

	1. Match the version approved by the FNSRO?
	
	
	
	7 CFR 253.5(a)
	Section 1210

	2. Contain all amendments approved by FNSRO?
	
	
	
	7 CFR 253.5(a)(1)
	Section 1211

	3. Include a signed copy of Form FNS-74, Federal-State Agreement?  
	
	
	
	7 CFR 250.12
	Section 1213

	4. Describe the manner in which USDA Foods will be distributed?
	
	
	
	7 CFR 253.5(a)(2)
	Section 1210

	5. Include by reference or otherwise the assurances listed at 7 CFR 253.5(a)(2)?
	
	
	
	7 CFR 253.5(a)(2)(i)
	Section 1210

	6. Describe the geographic boundaries and provide written FNS approval of the “approved near areas”, if applicable?
	
	
	
	7 CFR 253.4(d)
	Section 4212

	7. In Oklahoma - Provide a description of the FNS service area consistent with the service area the FNSRO has on file?
	
	
	
	7 CFR 254.2(b) and 254.3(d)
	Section 4212

	For State Administered Programs:

	8. Does the SA consult with the ITO and/or Local Agency (LA) before amendments to the State Plan are made?
	
	
	
	7 CFR 253.5(a)(1)
	Section 1212

	9. Does the State Plan include the procedures for consultation with ITOs and/or LAs?
	
	
	
	7 CFR 253.5(a)(1)(i)
	Section 1212

	Does the ITO/SA make the following information available for examination by members of the public, including potential participants, during regular business hours:

	10. Current program regulations (7 CFR Part 250, Part 253, Part 254)?  
	
	
	
	7 CFR 250.24(b)
	Section 1300

	11. Federal procedures (FNS 501 Handbook; FNS Instructions; and FNS policy memoranda)?
	
	
	
	7 CFR 250.24(b)
	Section 1300

	12. The ITO/SA Plan of Operation?
	
	
	
	7 CFR 250.24(b)
	Section 1300

	13. ITO/State agency certification and distribution manuals or supplemental instructions issued for use in certifying or distributing to households?
	
	
	
	7 CFR 250.24(b)
	Section 1300

	14. Brochures or pamphlets that describe basic financial and nonfinancial eligibility criteria, the application process, and participant rights and responsibilities?
	
	
	
	7 CFR 250.24(b)
	Section 1300


Plan of Operation Comments:  Describe in detail any “NO” response(s) from this section.
	



B. [bookmark: _Toc424207187]Personnel 
Review a copy of the current FDPIR organizational chart and salaries paid to FDPIR personnel. 

Identify all FDPIR personnel in the table below through discussion with the FDPIR Program Director and/or appropriate staff.  Using the information from the table and discussions with the FDPIR Director and staff, answer the questions on the following page. 
	NAME & TITLE
	FUNCTION 
	SALARY/
WAGE
	MERIT SYSTEM YES/NO
	% TIME FDPIR
	% PAID FDPIR

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


1. Discuss with the FDPIR Program Director how staffing needs are determined.  Are there any vacancies vital to program operations?  If yes, please describe below. 


	Policy:  The ITO/State agency must employ sufficient staff to perform the following activities:  warehousing, certification of households, distribution of USDA Foods to eligible households, administrative management, including reporting, processing of fair hearing requests, tailgating and/or home delivery, and outreach related activities.


2. Describe how the ITO/SA tracks staff time. 




3. Describe the merit system used to hire certification staff (e.g., review the Human Resources/Personal Department’s Handbook of Personnel Policies; confirm that FDPIR employees fall under a Merit System). 


	Policy: Personnel used in the certification process shall be employed in accordance with (1) the current standards for a Merit System of Personnel Administration or any standards later prescribed by the Office of Personnel Management under section 208 of the Intergovernmental Personnel Act of 1970 or (2) when appropriate, the ITO's personnel system if it incorporates the basic elements of a merit system.


4. Describe, if applicable, what duties volunteers have with FDPIR. 

	PERSONNEL
FINDINGS LOG
	YES
	NO
	N/A
	REGULATION/
POLICY/
INSTRUCTION
	FNS HANDBOOK 501

	1. Does the ITO/SA provide adequate personnel to administer the Program?
	
	
	
	7 CFR 250.2(c)
	Section 1220

	2. If ITO/SA staff responsibilities include more than one program, does funding for salaries from various program sources correspond to the time spent on each program?
	
	
	
	2 CFR Part 200.430
	

	3. Does the ITO/SA hire certification staff in accordance with a merit system?
	
	
	
	7 CFR 253.5(c)
	Sections 1222

	4. Does the ITO/SA ensure that volunteers are not conducting certification interviews or certifying applicants?
	
	
	
	
	Section 1223

	5. Does the ITO/SA pay no lower than the current Federal minimum wage for FDPIR personnel?
	
	
	
	FNS Instruction 716-4
	Section 1221


Personnel Comments:  Describe in detail any “NO” response(s) from this section.
	



C. [bookmark: _Toc424207188]Monitoring and Review

To answer questions in this section, the reviewer should obtain a copy of the most recent ITO/SA internal monitoring and/or review report and discuss with the FDPIR program director  

	Policy:  The ITO/State agency must monitor and review its operations and local agency operations, as appropriate, at least annually to ensure compliance with all the requirements for administration of FDPIR.  Program deficiencies must be documented and specific plans for corrective action must be initiated to correct the deficiencies noted.  Reviews must include but not be limited to certification of households, determination of food preferences, distribution of USDA foods, compliance with Title VI of the Civil Rights Act of 1964 and other applicable civil rights legislation, fair hearing procedures, warehousing and inventories, and timeliness and accuracy of reports to FNS.




1. Describe how and how often the ITO/SA assesses the effectiveness of its food distribution program (e.g., how often does the ITO/SA perform a self-assessment report, case file audits, assessment of training needs, etc.).


 
2. Discuss any deficiencies noted on the review report as well as their corresponding corrective action plans.


	MONITORING AND REVIEW
FINDINGS LOG
	YES
	NO
	N/A
	REGULATION/
POLICY/
INSTRUCTION
	FNS HANDBOOK 501

	1. Does the ITO/SA have an established monitoring system to assess the effectiveness of its food distribution program?  
	
	
	
	7 CFR 253.5(i)
	Section 1240

	2. Is the review report and corrective action plan on file and made available to the reviewer upon request?
	
	
	
	7 CFR 253.5(i)
	Section 1241

	3. Does the annual review of the food distribution program cover the following review areas:

	a. Certification of households?
	
	
	
	7 CFR 253.5(i)
	Section 1241

	b. Determination of food preferences?
	
	
	
	7 CFR 253.5(i)
	Section 1241

	c. Distribution of USDA Foods?
	
	
	
	7 CFR 253.5(i)
	Section 1241

	d. Fair hearing procedures?
	
	
	
	7 CFR 253.5(i)
	Section 1241

	e. Warehousing and inventories?
	
	
	
	7 CFR 253.5(i)
	Section 1241

	f. Timeliness and accuracy of reports to FNS?
	
	
	
	7 CFR 253.5(i)
	Section 1241

	g. Compliance with Title VI of the Civil Rights Act of 1994 and other legislation?
	
	
	
	7 CFR 253.5(i)
	Section 1241

	h. Customer service, including complaints?
	
	
	
	7 CFR 253.5(j)
	Section 1241

	4. Did the ITO/SA develop a corrective action plan to address any deficiencies noted in the annual review?
	
	
	
	7 CFR 253.5(i)(1)
	Section 1240

	5. Did the agency promptly investigate any program complaints received?
	
	
	
	7 CFR 253.5(j)
	

	6. Does the ITO/SA conduct an annual onsite review of its storage facility(ies)?
	
	
	
	7 CFR 250.14(c)
	Section 1241


Monitoring and Review Comments:  Describe in detail any “NO” response(s) from this section.
	



D. [bookmark: _Toc424207189]Nutrition Education

Review the ITO/SA Nutrition Education materials and interview staff involved in nutrition education activities.  Use this information to answer the following questions.  

1. What nutrition education activities did the ITO/SA fund with FDPIR administrative funds or provide with in-kind contributions (e.g. volunteers) to program recipients? 



a. What nutrition education materials does the ITO/SA display and/or distribute at distribution sites?  



b. With which organizations does the ITO/SA coordinate or conduct nutrition education activities?  



c. How does the ITO/SA account for the use of USDA Foods for nutrition education purposes?


	NUTRITION EDUCATION
FINDINGS LOG
	YES
	NO
	N/A
	REGULATION/
POLICY/
INSTRUCTION
	FNS HANDBOOK 501

	1. Does the ITO/State agency publicize the benefits of USDA Foods and how they can be used to contribute to a nutritious diet?
	
	
	
	7 CFR 253.5(g)
	Section 1400

	2. Does the ITO/State agency provide participating households with information on how to store USDA Foods?
	
	
	
	7 CFR 253.5(g)
	Section 1400

	3. Does the ITO/SA display and/or distribute nutrition education materials (e.g., pamphlets, fliers, recipes, posters, audiovisuals, etc.) at distribution sites? 
	
	
	
	7 CFR 253.5(g)
	Section 1410

	4. Does the ITO/SA coordinate or conduct nutrition education activities that encourage cooperation from appropriate organizations and volunteers to promote better use of USDA Foods?  
	
	
	
	7 CFR 253.5(g)
	Section 1420



Nutrition Education Comments:  Describe in detail any “NO” response(s) from this section.
	




II. [bookmark: _Toc424207190]CERTIFICATION AND HOUSEHOLD ACTIONS
Materials needed to complete this section:
· Current listing of households certified eligible to participate in FDPIR (active case files)
· Current listing of households no longer participating in FDPIR (inactive case files)
· Selection of active and inactive household case files
· Case File Review worksheet
· Fair Hearing records
· Household records

Section A below can be done in advance of an onsite review.  Sections B and C below are designed for the reviewer to 1) observe an intake and certification interview, and 2) review the certification staff and FDPIR Program Director in order to evaluate their certification procedures.  Please coordinate with the ITO/SA in advance to schedule new applicant and recertification appointments during your onsite visit.  In addition, express permission by the client is required prior to observing an eligibility interview.  If observation is not possible, the sections may be completed by interviewing certification staff and the FDPIR program director.  
		

A. [bookmark: _Toc424207191]Case File Review 

1. Make a random selection of household case files to review in order to determine whether certification procedures are followed.  It is suggested that a minimum of 10 percent of all case files or 20 case records, be reviewed.  At least 5 inactive closed and/or denied case records should also be reviewed within the last 6 months.  While the initial selection of case files should be random, specific case files can be requested to monitor implementation of specific certification procedures.  It would be beneficial to review case files that include an example of each of the following circumstances, if available: 

· expedited certification; 
· categorical eligibility;
· zero income; 
· self-employed income;
· student income;
· child support, medical expense, shelter and utility expense, and dependent care income deductions;
· over issuance claim; 
· substantiated intentional program violation (IPV); and 
· disqualification of a household member.

Next Steps:
1. Obtain the case files from your sample.
2. List the names of all household members for each case file.
3. Verify with the corresponding SNAP agency and determine if any members are found to be certified in both programs during the same period.
4. If any members are found to be certified for both programs, the ITO/SA must take immediate action.
5. Use the following Case File Review worksheet in either MS WORD or MS EXCEL to track and complete your review.  Use the worksheet to log findings and provide comments below.



[bookmark: _MON_1500095241][bookmark: _MON_1500095268][bookmark: _GoBack]	      
Case File Review Comments:  Describe in detail any “NO” response(s) from the Case File Review worksheets.
	



B. [bookmark: _Toc424207192]Application Processing
Discuss with certification staff the policies and procedures used for FDPIR application processing.  It is strongly recommended that the reviewer also observe a certification or recertification interview (with the expressed permission of the ITO/SA and client) to confirm the compliance of the ITO/SA with FNS policies and procedures.   Use the Case File Review worksheet to supplement your observations.
1. Describe where certification interviews take place at the ITO/SA. 


2. Describe if and where applications are made available (e.g., at FDPIR office, other locations, by groups and organizations involved in outreach efforts, etc.)


3. Describe ITO/SA systems/procedures for handling requests for applications by the following methods:  in person, telephone, mail, email/fax, through an authorized representative or website.


4. Describe ITO/SA systems/procedures for accommodating a household’s right to same-day filing of applications and time frames for processing applications.


5. Describe ITO/SA systems/procedures for accommodating household’s right to file an application that has not been filled out completely.


6. Describe ITO/SA systems/procedures when a determination is made that the household refuses to cooperate.


	Policy:  If the household refuses to cooperate with the ITO/State agency in completing any part of the application process, the application must be denied at the time of refusal.  For a determination of refusal to be made, the household must be able to cooperate but clearly demonstrate that it will not take actions that it can take and which are required to complete the application process.



7. Describe ITO/SA systems/procedures for the processing of joint Public Assistance (PA) and/or General Assistance (GA) applications.


8. Describe ITO/SA procedures for the screening and processing of households in need of expedited service.


9. What are the ITO/SA processing periods for households in need of expedited service?


10. What are the ITO/SA processing periods for all other households, including PA/GA households?


11. Describe ITO/SA systems/procedures for referring applicants to other assistance programs.


12. Describe the ITO/SA application procedures for households that come in for recertification. 


13. Verify that certifiers are using updated and complete certification material such as:
a. FNS Handbook 501
b. FNS regulations 7 CFR 250, 253, 254
c. FNS Policy Memoranda
d. Income guidelines 

	APPLICATION PROCESSING 
FINDINGS LOG
	YES
	NO
	N/A
	REGULATION/
POLICY/
INSTRUCTION
	FNS HANDBOOK 501

	1. Are certification interviews conducted in a confidential space?
	
	
	
	7 CFR 253.7(a)(5)
	Section 3600

	2. Are applications made available?
	
	
	
	7 CFR 253.7(a)(2)
	Section 3110

	3. Does the ITO have procedures in place to handle the various methods that applications can be filed?
	
	
	
	7 CFR 253.7(a)(2)
	Section 3130

	4. Are applicant households advised of their right to same-day filing?
	
	
	
	7 CFR 253.7(a)(3)
	Section 3141

	5. Are incomplete applications filed if they contain the applicant’s name, address and the signature of a responsible household member or an authorized representative?
	
	
	
	7 CFR 253.7(a)(3)
	Section 3620

	6. When a determination is made that a household refuses to cooperate, are applications denied at the time of refusal?
	
	
	
	7 CFR 253.7(a)(4)
	Section 3620

	7. For ITO/SAs that offer joint processing for PA and/or GA households, are all applications processed for FDPIR unless that household clearly indicated that it did not want to receive USDA Foods?
	
	
	
	7 CFR 253.7(g)
	Sections 3200, 3300,  3310 and 3311

	8. Are households screened for expedited service?
	
	
	
	7 CFR 253.7(a)(9)
	Section 3340

	9. Are expedited service applications processed within 1 calendar day?
	
	
	
	7 CFR 253.7(a)(9)
	Section 3340

	10. Does the ITO/State agency provide all other eligible households, including PA/GA households, with an opportunity to obtain USDA Foods as soon as possible but not later than 7 calendar days, excluding weekends and holidays, after an application was filed?
	
	
	
	7 CFR 253.7(a)(7)
	Section 3300-3311

	11. Does the ITO/SA have information regarding general eligibility criteria of other assistance programs and a system in place to ensure applicants are offered referrals?
	
	
	
	7 CFR 253.5(e)
	Section 1281

	12. Does the ITO/SA provide households applying for recertification 1 month prior to expiration with an opportunity to obtain USDA Foods on an uninterrupted basis?
	
	
	
	7 CFR 253.7(d)
	Section 5300


Application Processing Comments:  Describe in detail any “NO” response(s) from this section and/or from your Case File Review worksheet.
	



C. [bookmark: _Toc422983719][bookmark: _Toc424207193][bookmark: _Toc422976268]Dual Participation Controls

Discuss with certification staff the policies and procedures used for detecting and preventing dual participation.  It is strongly recommended that the reviewer also observe a certification or recertification interview (with the expressed permission of the ITO/SA and client) to confirm the compliance of the ITO/SA with FNS policies and procedures.  Use the Case File Review worksheet to supplement your observations.

	Policy: As part of the application process, ITO/SA personnel must verify for dual participation with SNAP, which is strictly prohibited.  The ITO/SA must devise a method to prevent dual participation. This method must, at minimum, use lists of currently certified households provided by and provided to the appropriate State or local SNAP agency on a monthly basis. The ITO/SA may also use computer checks, address checks, and telephone calls to prevent dual participation.



1. Describe ITO/SA systems/procedures for the notifying households of the prohibition of simultaneous participation in both FDPIR and SNAP.



2. Describe the ITOs/SAs methods for preventing simultaneous participation in FDPIR and SNAP. 



3. What are the established procedures for staff to follow when it is discovered that a household is simultaneously participating in FDPIR and SNAP?  



4. What are the procedures for handling households that wish to switch between FDPIR and SNAP? 
	DUAL PARTICIPATION CONTROLS
FINDINGS LOG
	YES
	NO
	N/A
	REGULATION/
POLICY/
INSTRUCTION
	FNS HANDBOOK 501

	1. Are applicant households informed of the prohibition of dual participation in FDPIR and SNAP?
	
	
	
	7 CFR 253.7(e)
	Section 1370

	2.  Are checks for participation in SNAP performed by certification staff during the application process?
	
	
	
	7 CFR 253.7(e)
	Section 1370

	3. Are claims pursued when it is discovered that a household is simultaneously participating in FDPIR and SNAP?  
	
	
	
	
	Section 5610 

	4. Do households that have notified the ITO/State agency of their intent to switch programs have their eligibility terminated for the FDPIR on the last day of the month in which they notified the ITO/State agency? 
	
	
	
	7 CFR 253.7(e)(2)
	Sections 5420, 5430, and 5440


Dual Participation Controls Comments:  Describe in detail any “NO” response(s) from this section and/or the Case File Review worksheet.
	



D. [bookmark: _Toc424207194]Eligibility Determination
Discuss with certification staff the policies and procedures used for determine eligibility for participation in FDPIR.  It is strongly recommended that the reviewer also observe a certification or recertification interview (with the expressed permission of the ITO/SA and client) to confirm the compliance of the ITO/SA with FNS policies and procedures.  Use the Case File Review worksheet to supplement your observations.
1. Provide a detailed description of the certification interview including a summary of the following actions: 

a. Informing the household of their rights and responsibilities, fair hearing information, penalty warnings, intentional program violations, and change reporting requirements.
b. Household composition determination 
c. Verification if separate household status is granted. 
d. Household residency 
e. Determination of non-household and ineligible members 
f. Treatment and verification of all income used for determining household eligibility.  
g. Treatment of resources
h. Application and verification of income deductions.
i. Calculation of net monthly income. 
j. Final eligibility determination, including benefit level and certification period assignment. 
k. Determine if the household net monthly income is calculated correctly.  Verify that the income standards from Exhibit M are used and followed.
l. Review and resolution of unclear or incomplete information.
	ELIGIBILITY DETERMINATION FINDINGS LOG
	YES
	NO
	N/A
	REGULATION/
POLICY/
INSTRUCTION
	FNS HANDBOOK 501

	1. Is the interview conducted with the correct household member?
	
	
	
	7 CFR 253.7(a)(5)
	Section 3600

	2. Is the household advised of all their rights and responsibilities?
	
	
	
	7 CFR 253.7(a)(5)
	Section 3600

	3. Is household composition determined correctly?
	
	
	
	7 CFR 253.6(a)
7 CFR 253.6(b)
	Sections 3400, 3410, and 4220

	4. Are all non-exempt earned and unearned income counted correctly?
	
	
	
	7 CFR 253.6(d)(2)

	Sections 4520 and 4530

	5. Is income of a disqualified household member included correctly?
	
	
	
	7 CFR 253.7(f)(2)

	Section 4730

	6. Are monthly per capita payments or monthly recurring lump-sum payments counted as unearned income?
	
	
	
	7 CFR 253.6(d)(2)(ii)
	Section 4530 

	7. Are non-monthly per capita payments or non-monthly recurring lump-sum payments excluded from income?
	
	
	
	7 CFR 253.6(d)(3)(viii)
	Section 4549

	8. Is income verification provided?
	
	
	
	7 CFR 253.7(a)(6)(i)
	Section 3530

	9. Are resources excluded as income?
	
	
	
	
	Section 4400

	10. Is the twenty percent earned income deduction applied correctly?
	
	
	
	7 CFR 253.6(e)(1)
	Sections 4530 (F) and 4551

	11. Is the dependent care deduction applied correctly?
	
	
	
	7 CFR 253.6(e)(2)
	Section 4552

	12. Is the child support deduction applied and verified correctly?
	
	
	
	7 CFR 253.6(e)(3)
	Sections 3539 (A) and 4553

	13. Is the excess medical expense deduction applied and verified correctly?
	
	
	
	7 CFR 253.6(e)(4)
	Sections 3539(B) and 4554

	14. Is the shelter and utility standard deduction applied and verified correctly?
	
	
	
	7 CFR 253.6(e)(5)
	Sections 3539(C) and 4555, Exhibit M

	15. Is household net monthly income calculated correctly?
	
	
	
	7 CFR 253.7(b)
	Sections 4640 and 4727

	16. Was the eligibility determination correct (i.e., household’s net monthly income compared to the income eligibility standard for the appropriate household size)? [
	
	
	
	7 CFR 253.7(b)
	Section 4640 and Exhibit M

	17. Is the length of certification period appropriate?
	
	
	
	7 CFR 253.7(b)(2)
	Section 5112

	18. Is the application thoroughly reviewed and incomplete information resolved?
	
	
	
	7 CFR 253.7(a)(5)
	Section 3600


Eligibility Determination Comments:  Describe in detail any “NO” response(s) from this section and/or from the Case File Review worksheet.
	


[bookmark: _Toc422983721]
E. [bookmark: _Toc424207195]Disqualification

Review the ITO/SA policies and procedures for disqualification.  Note:  This section may be reviewed during your case file review to supplement your evaluation.  

1. Describe the actions the ITO/SA takes to disqualify an individual or households for the violations listed below.  Include details on the length of the disqualification period, if and when written notification is provided to the household, and if the disqualified member or household is given the opportunity to appeal.

a. Failure to pay a claim.


b. Tribal, state, local prosecution for fraud which has been committed.


c. Intentional program violation (IPV).



	Policy:  Prior to disqualification, the ITO/SA must provide timely and adequate advance notice before the adverse action (e.g., disqualification) is taken.  The advance notice period is considered timely if the advance notice period includes at least 10 days and no more than 20 days from the date the notice is mailed to the date upon which the action becomes effective.

Note:  Only the household member determined to have committed the IPV will be disqualified—not the entire household—and ineligible to participate in the program for the following periods:
A.  For a period of 12 months for the first violation;
B.  For a  period of 24 months for the second violation; and
C.  Permanently for the third violation.



2. Does the ITO/SA refer for prosecution intentional program violations (IPVs) that meet the prosecutor’s criteria?  Note, to determine referral, the ITO/SA must confer with its legal counsel and prosecutors and obtain criteria to determine if cases should be referred.  


3. Describe procedures for communicating IPV disqualification of individuals from FDPIR to SNAP, and vice-versa.  Are the procedures adequate to ensure individuals disqualified for an IPV remain ineligible during the disqualification period? 




	DISQUALIFICATIONS
FINDINGS LOG
	YES
	NO
	N/A
	REGULATION/
POLICY/
INSTRUCTION
	FNS HANDBOOK 501

	1. Does the ITO/SA take action to disqualify an individual or households when program violations occur?
	
	
	
	7 CFR 253.8
	Sections 5700 – 5740 and 5800

	2. Is the length of the disqualification period correct?
	
	
	
	7 CFR 253.8(b)
	Section 5810

	3. Is at least 10-days advance written notice of disqualification given to the household?
	
	
	
	7 CFR 253.8(e)
	Section 5830
Section 5820

	4. Is the disqualified member or household given the opportunity to appeal the disqualification through a fair hearing?
	
	
	
	7 CFR 253.8(e)(6)
	Section 5820(F)

	5. Does the ITO/SA refer for prosecution IPVs that meet the prosecutor’s criteria?
	
	
	
	7 CFR 253.8(e)(7)
	Section 5820(G)

	6. Does the ITO/SA have procedures for ensuring disqualified SNAP recipients for an IPV are not subsequently certified in FDPIR?
	
	
	
	7 CFR 253.8(e)
	Section 5740


Disqualification Comments:  Describe in detail any “NO” response(s) from this section and/or from the Case File Review worksheet.
	


[bookmark: _Toc422983722][bookmark: _Toc424207196]
F. Household Claims

Review the ITO/SA policies and procedures for issuing household claims.  Note:  This section may be reviewed during your case file review to supplement your evaluation.

	Policy:  The ITO/SA must establish a claim against any household that has received an over-issuance of more than $125 of USDA Foods.  Instances for a claim include:
· Household failed to report an increase in gross monthly income of more than $100.
· Household had a change in household composition, residency, and/or deductions that affected eligibility or benefit level.
· Household participated in SNAP and FDPIR simultaneously.
· Household received benefits during a pending fair hearing decision, which was upheld.
· Household received USDA Foods to which it was not entitled.



1. Describe the procedures the ITO/SA follows for establishing and pursuing a claim against a household for an over-issuance.



	HOUSEHOLD CLAIMS 
FINDINGS LOG
	YES
	NO
	N/A
	REGULATION/
POLICY/
INSTRUCTION
	FNS HANDBOOK 501

	1. Are household claims for over-issuance established and pursued?
	
	
	
	7 CFR 253.9(a)
	Sections 5600 and 5610


Household Claims Comments:  Describe in detail any “NO” response(s) from this section and/or from the Case File Review worksheet.
	



G. [bookmark: _Toc422983723][bookmark: _Toc424207197]Fair Hearings

Review the fair hearing records and files of the most recent fair hearing and answer the questions below.  If the ITO/SA has never conducted a fair hearing, review the ITO/SA procedures for fair hearings to determine how the ITO/SA would conduct a fair hearing if it became necessary.  

1. Describe the ITO/SA’s designated hearing official, including qualifications.


2. When was the fair hearing conducted? 

3. When did the ITO/SA provide written notification to the household of the fair hearing decision?  

4. What information did the written notification provide?  




	FAIR HEARINGS
FINDINGS LOG
	YES
	NO
	N/A
	REGULATION/
POLICY/
INSTRUCTION
	FNS HANDBOOK 501

	1. Does the ITO/SA have a designated fair hearing official that met the qualifications?
	
	
	
	7 CFR 253.7(h)(8)
	Sections 5560 and 5561

	2. Did the ITO/SA conduct fair hearings within 60 days of request?
	
	
	
	7 CFR 253.7(h)(2)
	Section 5540

	3. Does the ITO/SA provide written notification of fair hearings with the hearing time, date, and place at least 15 days prior to the hearing?
	
	
	
	7 CFR 253.7(h)(3)
	Section 5546

	4. Does the ITO/SA provide written notification of fair hearing decisions, including all of the requirements listed at FNS Handbook 501 Section 5582, within 10 days of the date of the fair hearing decision was issued?
	
	
	
	7 CFR 253.7(h)(11)
	Section 5582


Fair Hearings Comments:  Describe in detail any “NO” response(s) from this section and/or from the Case File Review worksheet.
	



H. [bookmark: _Toc424207198]Household Records Maintenance

Review the household records maintained by the ITO/SA.

	Policy:  ITOs/SAs must retain records for a period of three (3) years from the date of the submission of the annual financial status report.
Exception:  When, if any litigation, claim or audit is started before the expiration of the three year period, the records shall be retained until all litigation, claims or audit findings involving the records have been resolved.



1. Review the following records to determine if they are maintained for three (3) years, or longer if warranted due to outstanding litigation, claims, or audits:
a. Household certification, recertification, and disqualification records/case files
b. Household claim records
c. Household issuance records/cards
d. Fair hearing records

2. Describe any measures to keep records and case files in secure storage.


	HOUSEHOLD RECORDS MAINTENANCE
FINDINGS LOG
	YES
	NO
	N/A
	REGULATION/
POLICY/
INSTRUCTION
	FNS HANDBOOK 501

	1. Does the ITO/SA maintain all records for a period of at least 3 years?
	
	
	
	7 CFR 253.5(h)
	Section 1510


Household Records Maintenance Comments:  Describe in detail any “NO” response(s) from this section.
	


III. [bookmark: _Toc424207199]HOUSEHOLD DOCUMENTS

Materials needed to complete this section:

· ITO/SA application form and corresponding attachments
· Notification of participant rights and responsibilities 
· Notification of right to request a fair hearing
· Certification notices 
· Claim demand letter


A. [bookmark: _Toc424207200]Application Form

Review the application form and corresponding attachments, notification of right rights and responsibilities, and the notification of right to request a fair hearing.  

	APPLICATION FORM
FINDINGS LOG
	YES
	NO
	N/A
	REGULATION/
POLICY/
INSTRUCTION
	FNS HANDBOOK 501

	1. Does the application use plain, easy to understand language?
	
	
	
	7 CFR 253.7(a)(2)
	Section 3110

	2. Does the application form, or its corresponding attachments, contain a description of the following program violations in prominent and boldface lettering?
· Dual Participation in FDPIR and SNAP
· Failure to Pay a Claim 
· Tribal, State, or Local Prosecution for Fraud
· SNAP Intentional Program Violation 
· Intentional Program Violation 
· Misrepresentation of household facts
· Misuse of USDA Foods 
	
	
	
	7 CFR 253.7(e), 253.8(a)
	Section 1370, 3110, 5700, 5800

	Notification of Right to Request a Fair Hearing:  Does the application form, or attachments contain:

	3. Notification of the right to request a fair hearing in response to an adverse action?
	
	
	
	
	Section 5510

	4. Describe the method by which a hearing may be requested?
	
	
	
	
	Section 5510

	5. Inform the household that their case may be presented by a household member or representative, such as a legal counsel, relative, a friend or other spokesperson?
	
	
	
	
	Section 5510

	6. If available, contain contact information of an individual or organization that provides free legal representation?
	
	
	
	
	Section 5510



Application Form Comments:  Describe in detail any “NO” response(s) from this section.
	




B. [bookmark: _Toc424207201]Certification Notices

Review the following certification notices:  notice of eligibility, notice of eligibility for expedited service, notice of denial, notice of adverse action, and notice of expiration of certification.  


	CERTIFICATION NOTICES
FINDINGS LOG
	YES
	NO
	N/A
	REGULATION/
POLICY/
INSTRUCTION
	FNS HANDBOOK 501

	Notice of Eligibility:  Does the notice of eligibility explain in plain language the following:

	1. The level of benefits the household will receive?
	
	
	
	
	Section 5131

	2. The beginning and end dates of the certification period?
	
	
	
	7 CFR 253.7(b)(3)(i)
	Section 5131

	3. The household’s right to request a fair hearing?
	
	
	
	
	Section 5131

	4. The Food Distribution Program contact information to obtain additional information?
	
	
	
	
	Section 5131

	5. The household’s obligation to report changes in circumstances within 10 days?
	
	
	
	
	Section 5131, 5141

	6. The household’s need to reapply for continued participation at the end of the certification period?
	
	
	
	
	Section 5131

	7. If applicable, contact information of an individual or organization that provides free legal representation?
	
	
	
	
	Section 5131

	Notice of Eligibility for Expedited Service:  Does the notice of eligibility for expedited service explain in plain language the following:

	8. All the items listed above (1-6) for the notice of eligibility?
	
	
	
	
	Section 5132

	9. An explanation that verification must be completed prior to any subsequent distribution of USDA Foods?
	
	
	
	7 CFR 253.7(b)3(i)
	Section 5132

	Notice of Denial:  Does the notice of denial explain in plain language the following:

	10. The basis for denial?
	
	
	
	7 CFR 253.7(b)3(ii)
	Section 5210

	11. The household’s right to request a fair hearing?
	
	
	
	7 CFR 253.7(b)3(ii)
	Section 5210

	12. The Food Distribution Program contact information to obtain additional information?
	
	
	
	7 CFR 253.7(b)3(ii)
	Section 5210

	13. If applicable, contact information of an individual or organization that provides free legal representation?
	
	
	
	7 CFR 253.7(b)3(ii)
	Section 5210

	Notice of Adverse Action:  Does the notice of adverse action explain in plain language the following:

	14. The reason for the adverse action and the date it will take effect?
	
	
	
	7 CFR 253.7(b)3(iii)(C)
	Section 5163

	15. The household’s right to request a fair hearing and to continue to receive USDA Foods pending the outcome of the fair hearing? 
	
	
	
	7 CFR 253.7(b)3(iii)(C)
	Section 5163

	16. The timeframe in which the household must request the fair hearing in order to continue to receive USDA Foods at the current authorized level pending the outcome of the fair hearing?
	
	
	
	7 CFR 253.7(b)3(iii)(C)
	Section 5163

	17. That the household will be liable for any over issued benefits received while awaiting the outcome of the fair hearing if the fair hearing official’s decision upholds the adverse action?
	
	
	
	7 CFR 253.7(b)3(iii)(C)
	Section 5163

	18. The Food Distribution Program contact information to obtain additional information?
	
	
	
	7 CFR 253.7(b)3(iii)(C)
	Section 5163

	19. If applicable, contact information of an individual or organization that provides free legal representation? 
	
	
	
	7 CFR 253.7(b)3(iii)(C)
	Section 5163

	Notice of Expiration of Certification:  Does the notice of expiration of certification explain in easy to understand language the following:

	20. The date the current certification period ends?
	
	
	
	7 CFR 253.7(d)(1)
	Section 5311

	21. The date by which the household must file an application to continue to receive USDA Foods on an uninterrupted basis?
	
	
	
	
	Section 5311

	22. The address of the office where the application must be filed?
	
	
	
	
	Section 5311

	23. The consequence of failure to comply with the notice of expiration?
	
	
	
	
	Section 5311

	24. The household’s right to file the application in person, by mail, by email/scan, by fax, or through an authorized representative?
	
	
	
	
	Section 5311


Certification Notices Comments:  Describe in detail any “NO” response(s) from this section.
	



C. [bookmark: _Toc424207202]Claim Demand Letter

Review the claim demand letter.     

	CLAIM DEMAND LETTER 
FINDINGS LOG
	YES
	NO
	N/A
	REGULATION/
POLICY/
INSTRUCTION
	FNS HANDBOOK 501

	1. Does the demand letter inform the household of the amount owed?
	
	
	
	
	Section 5651

	2. Does the demand letter describe the reason for the claim?
	
	
	
	
	Section 5651

	3. Does the demand letter provide information about how to pay the claim?
	
	
	
	
	Section 5651

	4. Does the demand letter inform the household of their right to request a fair hearing?
	
	
	
	
	Section 5651


Claim Demand Letter Comments:  Describe in detail any “NO” response(s) from this section.
	





IV. [bookmark: _Toc424207203]INVENTORY CONTROLS AND WAREHOUSE OPERATIONS
Materials needed to complete this section:
· FDPIR Inventory Calculator Worksheet and Instructions
· FNS-152 – Monthly Distribution of Donated Foods to Family Units (3 most recent months)
· ITO/SA’s current orders
· ITO/SA Daily Issuance Report
· FDPIR Inventory Spot Check Worksheet and Instructions
· ITO/SA’s Inventory Records (e.g., physical inventory counts, log for capturing food losses, claim justifications, consignee receipts, shipment records)
· Most Recent Local Health and Safety Inspection Report
· Temperature Logs
· Written agreement(s) for the storage and/or delivery of USDA Foods
· Food Distribution Programs Management Evaluation Administrative Module, if applicable


A. [bookmark: _Toc424207204]Inventory Levels – Advanced Review

To complete this section, the reviewer will need to run the FDPIR Inventory Calculator using the ITO/SA’s three most recent months of the FNS-152 posted in the Food Programs Reporting System (FPRS) and the current month’s orders placed in WBSCM.  Instructions for completing the Calculator are provided below.



	
	Policy:  The ITOs/SAs must maintain a 1.5 to 3 month supply of USDA Foods on-hand by food package category, depending on participation levels, storage capability, and delivery schedules.  




1.  Review the first tab of the Calculator worksheet labeled Inventory Estimates.  Check for inventory levels between 1.5 months to 3 months’ supply by category.  List items that are significantly low (0.5 months or less) and significantly high (over 6 months) for additional follow-up during onsite visit/Section C.



2. Review the Inventory Tables tab of the Calculator.  Check for large food losses or inventory adjustments in the past three months.  Verify food losses have been reported to FNS.  List these items for on-site follow up. 



3. Discuss with ITO/SA any food categories with either significantly low (less than 0.5 months) or significantly high (over 6 months) inventory levels. Determine if the ITO/SA has taken appropriate steps to address insufficient/excessive inventory.






B. [bookmark: _Toc424207205]Inventory Levels – Onsite Inventory Verification

This section requires 1) results from the FDPIR Inventory Calculator performed in Section A; 2) the most recent FNS-152; and 3) the Daily Issuance Report used by the ITO/SA to track distributions.  The reviewer may also choose to use the following FDPIR Inventory spot check worksheet to assist with the physical inventory review.  An AIS availability listing can also be used when performing a spot check inventory.



	

1. Follow the instructions on the FDPIR Inventory Spot Check with AIS document to perform a spot check on inventory levels. Note:  printout the most recent FNS-152 prior to any issuance for the day.  Per the results of the spot check log, determine if the ITO/SA has controls in place for accountability of USDA Foods issuance.

Review the significantly low or significantly high food categories, if any, listed in Section A.  Confirm your Calculator findings with the physical inventory. 

	INVENTORY LEVELS
FINDINGS LOG
	YES
	NO
	N/A
	REGULATION/
POLICY/
INSTRUCTION
	FNS HANDBOOK 501

	1. Does the ITO/SA have sufficient inventory levels to issue full food package benefits?
	
	
	
	7 CFR 253.10(b) and 253.10(c)(8)
	Section 6110(B) and 7431

	2. Does the ITO/SA have inventory levels which are significantly high (over 6 months)?
	
	
	
	7 CFR 253.10(b) and 250.14(f)(2)
	Section 7431

	3. If applicable, have large food losses been reported to FNS?
	
	
	
	7 CFR 253.10(c)(16)
	Section 9110
Section 9200

	4. Has the ITO/SA taken appropriate steps to address insufficient/excessive inventory?
	
	
	
	7 CFR 253.10(b)

	Section 7431

	5. Does the ITO/SA have controls in place to ensure accountability of USDA Foods issuance?
	
	
	
	7 CFR 253.10(a)
	Section 7400

	6. Were all items in inventory within posted best-if-used-by dates or equivalent, with sufficient time for the ITO/SA to distribute and participants to use (e.g., best-if-used-by date of 2 months or more)?
	
	
	
	Policy No. 
FD-107
	Section 7430

	7. Does the ITO/SA manage inventories efficiently?
	
	
	
	7 CFR 253.10(b) and 253.10(c)(8)
	Section 6110(B) and 7431


Inventory Levels Comments:  Describe in detail an “NO” response(s) from this and the previous section.
	


C. [bookmark: _Toc424207206]Inventory Procedures

The following section requires discussion with FDPIR staff dedicated to ordering and managing inventory.  

1. Detail the ITO/SA procedures for posting entries in the inventory system, including designated staff used to maintain inventory records.


2. What were the submission dates for Form FNS-152 by the ITO/SA?  Were any forms late to the FNSRO? (Form FNS-152 must be received in the FNSRO by the 15th of the month following the month in which USDA Foods were distributed, e.g. August 15th for the foods distributed in July).


3. Check Automated Inventory System (AIS) version date (http://www.fns.usda.gov/ais/automated-inventory-system) to verify the ITO/SA is using the most current version.  If the ITO/SA does not use AIS, describe the inventory recordkeeping system used and determine if it is up-to-date.



4. What is the ITO/SA’s system for estimating food needs and preferences?  Does it account for average participation and household preferences?



5. Describe the ITO/SA’s policies for complying with first-in-first-out (FIFO), accounting from best-if-used-by (BIUB) dates. 


6. Verify the ITO/SA conducts, at a minimum, a monthly physical inventory of each food item.  Explain frequency of physical inventory count.


7. Describe the ITO/SA’s procedures for reconciling physical and perpetual inventories.  Is the physical inventory being reconciled with the book inventory in AIS on a monthly basis?  Are discrepancies recorded on Form FNS-152?

 
8. Within the last 6 months, did the ITO/SA transfer any excess inventory as a non-USDA Foods item?  If yes, pull Form FNS-152 corresponding to the transfer and verify:

a. Was approval received from the FNSRO?

b. Was the transfer documented?

c. Was an inspection required and performed?

9. What are the ITO’s/SA’s procedures for reporting losses of USDA Foods while in storage and during distribution?  



10. Has the ITO/SA experienced any losses of USDA Foods within the last 12 months, including foods which could not be issued because they were beyond posted best-if-used-by dates or equivalent?  If yes, fill out the chart below to determine if a claim was assessed correctly.



	USDA Foods Loss due to Fraud
$0 and above
	Claim Handled Correctly?
	Non-Fraud USDA Foods Loss
$100 and above
	Claim Handled Correctly?

	Must be reported to FNSRO within 30 days.

ITO/SA must make tentative claim determination.
	
	Must be reported to FNSRO within 30 days.

Losses up to $500:  ITO/SA must make final claim determination.

Losses above $500:  ITO/SA must make tentative claim determination and submit written report of the loss to the FNSRO.
	



11. Describe how and for how long inventory records are maintained (e.g., claim actions including justification and supporting actions, FNS-152, consignee receipts, shipment records).


12. What are the established procedures for the receipt of shipments (i.e., bills of lading, consignee receipts)?  Does the ITO/SA inspect the entire shipment prior to accepting or unloading the USDA Foods?


13. What are the ITO/SA procedures for documenting a shipment found to be over or short in quantity or containing damaged USDA Foods?  Is the carrier notified?  Is the shipment entered into WBSCM?


14. Describe the ITO/SA process for documenting receipt of shipments in WBSCM?


15. Describe the ITO’s/SA’s procedures for handling USDA Foods complaints. For State Administered Programs, describe how the SA informs LAs of actions and results of USDA Foods complaints.


16. State Administered Programs:  How does the SA solicit LA delivery needs and accommodate these needs where practical?  


	INVENTORY PROCEDURES 
FINDINGS LOG
	YES
	NO
	N/A
	REGULATION/
POLICY/
INSTRUCTION
	FNS HANDBOOK 501

	1. Has the ITO/SA designated one person and one backup person to maintain inventory records, including posting entries on a daily basis?
	
	
	
	
	Section 7420

	2. Within the last 12 months, was Form FNS-152 received by the FNSRO by the 15th of the month following the month in which the USDA Foods were distributed?
	
	
	
	
	Section 1520(C)

	3. Is the most current version of the Automated Inventory System (AIS) being used?
	
	
	
	7 CFR 250.17(a)
	Section 7400

	4. Does the ITO/SA adequately estimate USDA Food needs and preferences?
	
	
	
	
	Section 6110

	5. Are USDA Foods issued on a FIFO basis, inclusive of consideration being given to any posted best-if-used-by dates or equivalent?
	
	
	
	7 CFR 253.10(c)(4)
Policy No. FD-107
	Sections 7430 and 7432 


	6. Does the ITO/SA conduct a monthly physical inventory of each food item?
	
	
	
	7 CFR 253.10(b)
	Section 7440

	7. Is the physical inventory being reconciled with the book inventory in AIS on a monthly basis? Are inventory discrepancies recorded?
	
	
	
	7 CFR 253.10(c)(16)
Policy No. FD-058
	Sections 7441, and 7442


	8. Are transferred food items documented and performed?
	
	
	
	7 CFR 250.13(h)
	Sections 6150 and 6152

	9. Does the ITO/SA report loss of USDA Foods?
	
	
	
	FNS Instruction 410-1, Rev. 2
	Section 9100

	10. If the ITO/SA experienced any USDA Foods losses within the last 12 months, including foods which could not be issued because they were beyond posted best-if-used-by dates or equivalent, was a claim collection action pursued?
	
	
	
	FNS Instruction 410-1, Rev. 2
Policy No.  FD-107
	Section 9110
 

	11. Are records maintained for a period of 3 years (FNS-152 reports; consignee receipts)?  
	
	
	
	7 CFR 250.16(a)
FNS Instruction 410-1, Rev. 2
	Section 9120


	12. Are USDA Foods shipments, including fresh produce, thoroughly examined before unloading into warehouse?
	
	
	
	FNS Instruction 709-5, Rev 2
	Section 6210

	13. Does the ITO/SA document and report USDA Foods that are received short or over quantity or are damaged?
	
	
	
	FNS Instruction 709-5, Rev 2
	Section 6212

	14. Are Good Receipts entered in WBSCM within 2 calendar days?
	
	
	
	FNS Instruction 709-5, Rev 2
	

	15. Does the ITO/SA follow the WBSCM food complaints process?
	
	
	
	FNS Instruction 709-5, Rev 2
	Section 6216

	16. State Administered Programs:  Does the SA solicit LA delivery needs and accommodate these needs where practical? 
	
	
	
	7 CFR 250.13(a)(6)
	


Inventory Procedures Comments:  Describe in detail an “NO” response(s) from this section.
	



D. [bookmark: _Toc424207207]Warehouse Operations

Review the ITO/SA’s most recent Local Health and Safety Inspection Report and Temperature Logs.  In addition, examine the warehouse distribution facility and fill out the following chart. 


	WAREHOUSE OPERATIONS
FINDINGS LOG
	YES
	NO
	N/A
	REGULATION/
POLICY/
INSTRUCTION
	FNS HANDBOOK 501

	1. Is the facility of adequate size for food distribution needs?
	
	
	
	7 CFR 250.14(b)
	Sections 7110 and 7120

	2. Does the facility have a copy of the most current local health and safety inspection report?
	
	
	
	7 CFR 250.14(b)
	Section 7130

	3. Is the facility sanitary and free of infestation?
	
	
	
	7 CFR 250.14(b)(1)
	Section 7130

	4. Does the facility have safeguards against theft, spoilage, and other losses?
	
	
	
	7 CFR 250.14(b)(2)
	Section 7130

	5. Does the facility have temperature controls for dry storage areas between 50° to 70° F?
	
	
	
	7 CFR 250.14(b)(3)
	Section 7141

	6. Does the facility have temperature controls for refrigerated storage areas between 36° to 40° F?
	
	
	
	7 CFR 250.14(b)(3)
	Section 7142

	7. Does the facility have temperature controls for freezer storage areas at 0° F and below?
	
	
	
	7 CFR 250.14(b)(3)
	Section 7143

	8. Is there documentation to support that temperature readings are taken and recorded daily both inside and outside storage areas?
	
	
	
	7 CFR 250.14(b)(3)
	Section 7144

	9. Are USDA Foods stacked on pallets in the warehouse?
	
	
	
	7 CFR 250.14(b)(5)
	Sections 7200 and 7210

	10. Is the warehouse and its storage facilities thoroughly cleaned on at least a weekly basis, and more frequently as warranted?
	
	
	
	7 CFR 250.14(b)
	Section 7300

	11. Is the area around the exterior of the warehouse free of debris, garbage, and excess vegetation?
	
	
	
	7 CFR 250.14(b)
	Section 7300

	
	
	
	
	
	

	12. Does the ITO/SA provide daily attention to storage procedures for food items susceptible to insect infestation (e.g., dried beans, peas, grain products, dried fruits, nonfat dry milk)?
	
	
	
	
	Section 7310


Warehouse Operations Comments:  Describe in detail any “NO” response(s) from this section.
	



E. [bookmark: _Toc424207208]Agreements

1. Has the ITO/SA entered into a written agreement for the storage and/or delivery of USDA Foods?  If yes, describe what functions are delegated by the ITO/SA.  


2. Review the signed agreements or contracts and complete the following worksheet. 



Agreements Comments:  Describe in detail any “NO” response(s) from this section.
	


[bookmark: _Toc424207209]


V. DISTRIBUTION
Materials needed to complete this section:
· Issuance cards and logs
· Exhibit O – FDPIR Monthly Distribution Guide Rates by Household Size
· Notices for hours and location of distributions, including tailgate schedule
· List of USDA Foods made available for review by participants 
This part of the module is designed for the reviewer to 1) observe ITO/SA distribution to participants as well as examine the distribution facilities, and 2) review observation with warehouse staff and FDPIR Program Director in order to evaluate their distribution procedures.  Please coordinate with the ITO/SA in advance to schedule review of distributions (all types if possible) during your onsite visit.  If observation is not possible, this part may be completed by interviewing warehouse staff and the FDPIR program director to discuss distribution policies and procedures. 


A. [bookmark: _Toc424207210]Distribution – General   

	DISTRIBUTION – GENERAL 
FINDINGS LOG
	YES
	NO
	N/A
	REGULATION/
POLICY/
INSTRUCTION
	FNS HANDBOOK 501

	1. Are households given the option to select from the list of products available?
	
	
	
	
	Sections 8140, 8230, and 8340

	2. Are households provided USDA Foods in accordance with the guide rate?
	
	
	
	
	Sections 8140, 8230, and 8340

	3. Are households advised of their right to refusal?
	
	
	
	7 CFR 253.10(c)(11)
	Sections 8140, 8230, and 8340

	4. Does the issuance worker check the identification and certification period of the household prior to issuing USDA Foods to the household?
	
	
	
	7 CFR 253.10(c)(13)
	Sections 8140, 8230, and 8340

	5. Are households required to sign and date their issuance card?
	
	
	
	7 CFR 253.10(c)(14)
	Sections 8140, 8230, and 8340

	6. Does the ITO/SA display posters advising program participants to accept only quantities of USDA Foods that they can consume?  
	
	
	
	7 CFR 253.10(c)(15)
	Sections 8140, 8230, and 8340

	7. Are lists of USDA Foods offered through the program displayed at distribution sites?
	
	
	
	7 CFR 253.10(c)(17)
	Sections 8140, 8230, and 8340


Distribution Comments:  Describe in detail any “NO” response(s) from this section.
	


B. [bookmark: _Toc424207211]Warehouse and Grocery Store Distribution

1. Detail the following actions by the ITO/SA.
a. Notification of distribution site locations and days and hours of distribution.

b. Changes to the distribution schedule.

c. Space used to conduct food distribution issuance (e.g., space must be large enough to place and pack orders). 

d. Verification of USDA Foods by participant and ITO/SA staff prior to issuance receipt.

The following questions pertain to Grocery Store Distribution only:
2. Are items provided in a grocery store concept organized in a manner to encourage first-in-first-out (FIFO), including placing of those items with closer best-if-use-by dates or equivalent up-front on shelves?

3. Are aisles wide enough to allow for easy maneuvering?  Are they clear of any obstructions?

4. Are grocery carts and/or comparable means available for participants to use?  Are they clean and in good working order?

5. Are check-out counters kept clean and free of clutter?

6. Are check-outs/issuances completed in a timely and efficient manner?

7. Are boxes/bags available for participants to use for loading USDA Foods?

8. Are USDA Foods in the grocery store stocked with like or similar food items? 

9. Are USDA Foods with similar labels stocked separately or easily labeled on shelves to distinguish between items?

10. Are shelves sufficiently stocked for shopping?

11. Are USDA Foods stocked on shelves easily accessible for participants? (i.e. plastic wrap is not sealed around cases of food where participants have to tear open for access)

12. Are shopping lists used by participants in accordance with the most recent food guide rate – Exhibit O?

13. Is the fresh produce area kept clean?


	WAREHOUSE & GROCERY STORE CONCEPT DISTRIBUTION
FINDINGS LOG
	YES
	NO
	N/A
	REGULATION/
POLICY/
INSTRUCTION
	FNS HANDBOOK 501

	1. Does the ITO/SA provide notification of hours and locations of distribution?
	
	
	
	7 CFR 253.10(c)(7) 
	

	2. Are participants informed of any changes to distribution schedules?
	
	
	
	7 CFR 253.10(c)(7)
	

	3. Is there adequate space for food distribution issuance?
	
	
	
	
	Section 8121

	4. Is food issuance verified by participant and ITO/SA staff prior to signing issuance card?
	
	
	
	
	Section 8140(G)

	5. Are USDA Foods organized to encourage FIFO and to account for BIUB dates, under the grocery store concept?
	
	
	
	FD-107
	Section 7430

	6. Does the grocery store distribution model allow for effective issuance of USDA Foods?
	
	
	
	
	Sections 8200 - 8250


Warehouse and Grocery Store Distribution Comments:  Describe in detail any “NO” response(s) from this section.
	



C. [bookmark: _Toc424207212]Tailgate Operations

	Policy:  The ITO/SA should consider implementing tailgate distribution in the following situations:
1. On large sparsely populated reservations where small communities are located long distances
from the main distribution center; or
2. On reservations where recipients would not be able to obtain transportation to the main distribution center.



1. Detail the following actions by an ITO/SA.

a. Number of tailgates scheduled per month.

b. Number of participants served at each location.

c. Tailgate schedules (e.g., verify schedules are arranged to provide adequate service to all households receiving their USDA Foods).

d. Truck space required for mobile distribution (e.g., six cubic feet is required for the effective distribution of a full order of USDA Foods per participant).

e. Stacking of USDA Foods in the truck.

f. Handling of USDA Foods before and after tailgate. 

	Policy:  USDA foods should be stacked in the truck in the following manner:
· Each food item should be stacked in individual rows along the sides and front of the truck;
· Individual rows of food items should be stacked in the same sequence as shown on the issuance receipt card or automated invoice; and
· When the truck is moving from one distribution site to another the food must be leveled to prevent any food damage.


	TAILGATE OPERATIONS
FINDINGS LOG
	YES
	NO
	N/A
	REGULATION/
POLICY/
INSTRUCTION
	FNS HANDBOOK 501

	1. Is the need for tailgates supported?
	
	
	
	
	Section 8310

	2. Are tailgate locations and schedule adequate to meet the needs of participants?
	
	
	
	
	Section 8320

	3. Is the right size freezer truck used for tailgate distribution?
	
	
	
	
	Section 8360

	4. Are USDA Foods stacked correctly in the truck?
	
	
	
	
	Section 8370

	5. Are USDA Foods handled in a safe manner during a tailgate?  
	
	
	
	
	Section 7100



Tailgate Comments:  Describe in detail any “NO” response(s) from this section.
	



D. [bookmark: _Toc424207213]Home Delivery

1. Describe how home deliveries are handled by the ITO/SA.  Detail the following:

a. Number of home deliveries performed per month.

b. Number of participants served.

c. ITO/SA’s response to reasonable requests for home delivery services to elderly, disabled, and other homebound individuals eligible to participant in the program.


	HOME DELIVERY
FINDINGS LOG
	YES
	NO
	N/A
	REGULATION/
POLICY/
INSTRUCTION
	FNS HANDBOOK 501

	1. Does the ITO/SA adequately respond to requests for home delivery?
	
	
	
	
	Section 8400


Home Delivery Distribution Comments:  Describe in detail any “NO” response(s) from this section. 
	


VI. [bookmark: _Toc419198316][bookmark: _Toc424207214]FINANCIAL MANAGEMENT
Materials needed to complete this section:
· Most recent financial audit
· Budget proposals from last two FY’s
· Approved budget 
· Signed SF-424
· Signed SF-425
· Financial management system supporting documents
· Equipment and vehicle records
· FNS Instruction 716-4, Rev. 1 (for reference throughout section)

[bookmark: _Toc419198317][bookmark: _Toc424207215]
A. Financial Audits

Review the most recent financial audit.  Answer the following questions. 

1. Were there any findings, recommendations, or questioned costs specific to FDPIR in the audit? If yes, list the findings below.

	Finding/Recommendation/
Questioned Cost
	Corrective Action
	Date Resolution Achieved

	
	
	

	
	
	

	
	
	

	
	
	



B. [bookmark: _Toc419198318][bookmark: _Toc424207216]Forms and Reports

Review the ITO/SA’s budget proposal, approved budget, SF-424, and SF-425.  Answer the following questions.  

	FORMS AND REPORTS
FINDINGS LOG
	YES
	NO
	N/A
	REGULATION/
POLICY/
INSTRUCTION
	FNS HANDBOOK 501

	1. Did the ITO/SA submit a completed budget proposal to the appropriate FNSRO within the timeframe specified by the FNSRO? 
	
	
	
	7 CFR 253.11(b)
	Section 2210

	2. Did the ITO/SA submit a completed SF-424 to the appropriate FNSRO at least 3 months prior to Oct. 1 of the current fiscal year?
	
	
	
	7 CFR 253.11(e)
	Section 2210

	3. Were any SF-425 reports submitted late or did they contain inadequate or incorrect information?
	
	
	
	7 CFR 253.11(j)(2)
	Section 1520(A)]

	4. Does the ITO/SA maintain all financial records for a period of 3 years or more if warranted by any outstanding litigation, claims, or audits (e.g., SF-425; property records; documentation to support expenditures; documentation to support funding match)
	
	
	
	7 CFR 253.5(j)
	Section 1510


Forms and Reports Comments:  Describe in Detail any “NO” response(s) from this section.
	



C. [bookmark: _Toc419198319][bookmark: _Toc424207217]Financial Management System

Reviewers need to collaborate with Regional Financial Management Offices as well as State or Tribal Financial Representatives to complete this section.  Review the ITO/SA financial management system and supporting documents corresponding to the receipt and use of FDPIR funds and answer the following questions.  
 
1. Describe the ITO/SA method of tracking and accounting for funds. 



a. Are support documents (invoices, receipts, etc) readily available?  Do they correspond with financial reports?

b. Are costs allocated and have they been properly applied within the accounting system used?

2. Describe the ITO/SA procurement policy. 




	Policy:  The Federal procurement rules at 2 CFR 200.318 through 200.326 require that a Tribe:  
(1) Have a written  procurement policy that sets-out standards of ethical conduct for Tribal officials involved with procurement; 
(2) Practice free and open competition in their procurements to the maximum extent possible; 
(3) Observe the conditions set-out in section 200.320 for using the formal and informal procurement methods described therein; 
(4) Allow FNS to review Tribal procurement documents before the Tribe releases them, as described in section 200.324;
(5) Ensure that their contracts include all contract provisions required by section 200.326 and Appendix II; and (6) otherwise comply with the procurement provisions of sections 200.318 through 200.326 and FNS interpretations thereof.



3. Describe the ITO/SA’s procedures for payments of accounts receivable and accounts payable. 



4. State Administered Programs: Describe how the SA reimburses the LA. 



	FINANCIAL MANAGEMENT SYSTEM
FINDINGS LOG
	YES
	NO
	N/A
	REGULATION/
POLICY/
INSTRUCTION
	FNS HANDBOOK 501

	1. Does the ITO/SA have an appropriate method of tracking and account for funds?
	
	
	
	7 CFR 253.11(g)(4)
	Sections 2400 and 2420

	2. Does the ITO/SA procurement policy meet the standards set forth in 7 CFR 200?
	
	
	
	2 CFR 200.318 – 200.326
	

	3. Does the ITO/SA have procedures for payment of accounts receivable and accounts payable to minimize the time lapse between the transfer of funds and disbursements?  
	
	
	
	7 CFR 253.11(g)
	Sections 2323, 2324

	4. State administered programs: Does the SA have procedures for payment of accounts receivable and accounts payable to minimize the time lapse between the transfer of funds and disbursements to local agencies?  
	
	
	
	7 CFR 253.11(g)
	Section 2324


Financial Management System Comments:  Describe in detail any “NO” response(s) from this section.
	



D. [bookmark: _Toc419198320][bookmark: _Toc424207218]Budget Reconciliation 

This section may require collaboration with Regional Financial Management Offices as well as State or Tribal Financial Representatives.  Using information gathered in sections B and C as well as other supporting financial documentation, determine if the ITO/SA is using funds in accordance with their approved budget and program policy.  

1. Describe any use of program funds that deviates (or deviated) from the approved budget:  




a. Have a proportionate percentage of funds been drawn from the Letter of Credit (LOC) to date?  If no, please explain.  




2. If the ITO/SA fully did not use all available FDPIR administrative funds this FY and last FY, how much was returned each FY?  Interview appropriate program staff to determine why and document below. 



	BUDGET RECONCILIATION
FINDINGS LOG
	YES
	NO
	N/A
	REGULATION/
POLICY/
INSTRUCTION
	FNS HANDBOOK 501

	1. Are administrative funds provided by FNS only being used for approved, allowable costs that are also necessary and reasonable for the proper and efficient administration of the program?
	
	
	
	7 CFR 253.11(d)

	Section 2101

	2. Did the ITO fully use administrative funds provided this FY and last FY?
	
	
	
	7 CFR 253.11(i)
	Section 2430

	3. Does the nutrition education that the ITO/SA provides to program recipients agree with the Plan of Operation and/or approved budget?
	
	
	
	7 CFR 253.5(g)
	Sections 1400-1420

	4. Has the ITO/SA met the match requirement, or received a match waiver, toward allowable program costs in the fiscal years since the last management evaluation?
	
	
	
	7 CFR 253.11(c)
	Section 2102

	5. Determine if there has been a transfer of funds from one approved cost category to another. Are the cumulative transfers less than ten percent of the current total approved budget? 
	
	
	
	7 CFR 253.11(h)
2 CFR 200.308
	Section 2200


Budget Reconciliation Comments:  Describe in detail any “NO” response(s) from this section.
	



E. [bookmark: _Toc419198321][bookmark: _Toc424207219]Equipment

ITOs/State agencies are responsible for maintaining records of equipment and vehicles (i.e., has an acquisition cost of $5,000 or more and has a useful life of more than one year) purchased partially or entirely with funds provided by FNS.  Review these records.  

1. How does the ITO/SA document the acquisition, use, and maintenance of equipment acquired with FDPIR funds (e.g. vehicle logs)?  Does the ITO/SA maintain a detailed equipment list for items purchased with FDPIR funds?  Use the list and conversations with FDPIR staff to complete the following chart.







	*Description
	Acquisition Date and Cost
	Source of Equipment
	Percentage of FNS Funds Used for Acquisition
	Manufacturer’s serial number or other ID
	Location, Use, and Condition of Equipment

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


*Each item must remain on the equipment and vehicle record until sold, completely depreciated and rendered unserviceable or otherwise disposed of.  Records for equipment and vehicles acquired in whole or part with FNS funds must be retained for 3 years after final disposition.


2. Has any equipment with a fair market value of in excess of $5,000 been sold or retained for another program’s use?  If yes, list below. 

	Description
	Method Used to Determine Fair Market Value
	Fair Market Value
	Sales Price
	Reimbursement to FNS

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	EQUIPMENT
FINDINGS LOG
	YES
	NO
	N/A
	REGULATION/
POLICY/
INSTRUCTION
	FNS HANDBOOK 501

	1. Does the ITO/SA document the acquisition, use, and maintenance of equipment acquired with FDPIR funds?
	
	
	
	2 CFR 200.313(c) and (d)
	Section 2410

	2. Does the ITO/SA use equipment purchased with FDPIR funds solely for FDPIR or if also used for other federally funded programs in such a way that it does not interfere with its use for FDPIR?
	
	
	
	2 CFR 200.313(c)
	

	3. Does the ITO/SA maintain a detailed equipment list for items purchased with FDPIR funds?
	
	
	
	2 CFR 200.313(d) and  200.33
	Section 2410

	4. Since the last management evaluation, were the proceeds from equipment with a fair market value of in excess of $5,000 that was sold or retained for another program’s use sent back to FNS?  
	
	
	
	2 CFR 200.313(e)(2)
	Section 2413


Equipment Comments:  Describe in detail any “NO” response(s) from this section.
	



F. [bookmark: _Toc419198322][bookmark: _Toc424207220]Outstanding Budget Requests/Needs

1. Based on its budget proposals for the last two FYs, observations during the review, and discussions with relevant staff has the ITO/SA met all administrative needs?  If “No,” describe outstanding, reasonable, and necessary needs. Include the funding which would be required to meet such need(s). 

	ITEM
	APPROXIMATE COST
	NOTES

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


VII. [bookmark: _Toc419198323][bookmark: _Toc424207221]CIVIL RIGHTS
Materials needed to complete this section:
· FDPIR Program Materials (application, notices, outreach materials, etc)
· Civil Rights Complaints and Supporting Documentation
· FNS-101 – Participation in Food Programs by Race


A. [bookmark: _Toc419198324][bookmark: _Toc424207222]Compliance 

Review all FDPIR program materials.  Identify civil rights procedures, including their public notification system, below through discussion with the FDPIR Program Director and/or appropriate staff.   

	Policy: See FNS Instruction 113-1, Section IX Public Notification for more details on these requirements

All FNS assistance programs must include a public notification system. The purpose of this system is to inform applicants, participants, and potentially eligible persons of the program availability, program rights and responsibilities, the policy of nondiscrimination, and the procedure for filing a complaint. 

Basic Elements of Public Notification:  The public notification system must include the following three basic elements: 
1. Program Availability. 
2. Complaint Information. 
3. Nondiscrimination Statement. 

Methods of Public Notification:  Each State agency, local agency, or other subrecipient serving the public must take the actions below to inform the general public, potentially eligible populations, community leaders, grassroots organizations, and referral sources about FNS programs and applicable CR requirements. 
1. Prominently display the USDA nondiscrimination poster "And Justice for All," or an FNS approved substitute. 
2. Inform potentially eligible persons, applicants, participants, and grassroots organizations (particularly those in underserved populations), of programs or changes in programs. 
3. Provide appropriate information, including Web-based information, in alternative formats for persons with disabilities. 
4. Include the required nondiscrimination statement on all appropriate FNS and agency publications, Web sites, posters, and informational materials provided to the public. 
5. Convey the message of equal opportunity (see #4) in all photographic and other graphics that are used to provide program or program-related information. 




1. Describe how the ITO/SA informs applicants, participants, and potentially eligible persons of FDPIR, changes in FDPIR, program rights and responsibilities, and the steps necessary for participation in FDPIR. 


2. Describe how the ITO/SA publicizes procedures for handling civil rights complaints – Applicants and participants must be advised at the service delivery point of their right


3. Where does the ITO/SA display the “And Justice for All” poster in a prominent location? 


4. How does the ITO/SA provide appropriate information, including Web-based information, for persons with disabilities? 

5. Do all program materials distributed to the public contain the authorized Nondiscrimination Statement (NDS)?  Complete the chart below.  

	Policy: The full nondiscrimination statement (NDS) is applicable to all programs – SNAP and FDPIR and all other FNS Nutrition Assistance Programs.  Civil Rights guidance states that using the shortened non-discrimination statement is the exception and not the rule.  Recipients should have a legitimate business reason for using the short statement on documents.  Not having enough room on a pamphlet or brochure is not a valid reason especially if the material informs the public, applicants, or participants about the program, how to apply for benefits or if an adverse action will be taken (i.e. disqualification or ineligibility).  General informational material such as a calendar or recipes using commodities would not need the NDS.  Note: Before an ITO or State agency uses the short statement, they should contact their Regional Civil Rights Director for review and approval.  See CR Directory at: http://www.fns.usda.gov/civil-rights-directory.




	PROGRAM MATERIAL
	YES
	NO
	N/A
	GENERAL GUIDANCE FOR STATEMENT USE

	Application
	
	
	
	Must Use Full Statement

	Notice of Eligibility 
	
	
	
	Must Use Full Statement

	Notice of Denial
	
	
	
	Must Use Full Statement

	Notice of Adverse Action
	
	
	
	Must Use Full Statement

	Notice of Expiration of Certification
	
	
	
	Must Use Full Statement

	Notification of Disqualification 
	
	
	
	Must Use Full Statement

	Notice of Right to Request a Fair Hearing
	
	
	
	Must Use Full Statement

	Notification of Hearing
	
	
	
	Must Use Full Statement

	Notification of Hearing Decision 
	
	
	
	Must Use Full Statement

	Demand Letters
	
	
	
	Must Use Full Statement if the claim results in an adverse action such as a reduction in benefits/monetary repayment.

	Outreach Brochures (unless waiver received)
	
	
	
	Must seek FNS approval if not using full statement. 

	Nutrition Education Materials developed by the ITO 
	
	
	
	Must seek FNS approval if not using full statement.

	Websites publicizing FDPIR created by the ITO
	
	
	
	Must Use Full Statement or a Link to the Full Statement on the Home Page

	Other:
	
	
	
	Must seek FNS approval if not using full statement.

	Other:
	
	
	
	Must seek FNS approval if not using full statement.



6. Describe how the ITO/SA responds to requests from applicants, participants, and potentially eligible persons for information on nondiscrimination status and policies, complaint procedures, and the rights of participants.

7. State Administered Programs:  Describe how the SA monitors the LA’s compliance with USDA nondiscrimination regulations and FNS Instruction 113-1, to ensure that in the operation of the program no person is discriminated against because of sex, race, color, age, disability, national origin, religion, or political belief. 

a. State Administered Programs:  Does the State agency conduct a civil rights review of the LA as part of its ongoing management evaluation process?  


b. State Administered Programs:  What is the review format for LA civil rights reviews? How are findings of noncompliance handled?


8. How does the ITO/SA determine the need for bilingual staff and translated materials? How many households has the ITO/SA estimated speak the same primary non-English language?  Is this a majority of households?  



9. If either 100 or more households or a majority of households speak the same primary non- English language, describe what staff, outreach, and certification materials are being provided. 



10. How are barriers to participation by persons with disabilities identified? 


a. Have any barriers been identified?  If yes, what actions have been taken to remove the barriers or ensure access to services?

b. What is the policy for providing reasonable accommodations (e.g. How are clients with disabilities accommodated who pick-up USDA foods at warehouses)?  



	COMPLIANCE
FINDINGS LOG
	YES
	NO
	N/A
	REGULATION/
POLICY/
INSTRUCTION
	FNS HANDBOOK 501

	1. Does the ITO/SA have a public notification system that informs applicants, participants, and potentially eligible persons about program availability, program rights and responsibilities, the policy of nondiscrimination, and the procedure for filing a complaint?
	
	
	
	FNS Instruction 113-1, Section IX – Public Notification
	Section 1280

	2. Does the ITO/SA publicize the procedures for handling civil rights complaints?
	
	
	
	FNS Instruction 113-1, Section IX – Public Notification
	Section 1265

	3. Does the ITO/SA display the”And Justice for All” poster in all FDPIR offices and areas serving applicants, participants, and potentially eligible persons?
	
	
	
	FNS Instruction 113-1, Section IX – Public Notification
	Section 1265

	4. Does the ITO/SA provide appropriate information, including web-based information, in alternative formats for persons with disabilities?
	
	
	
	FNS Instruction 113-1, Section IX – Public Notification
	Section 1265

	5. Is the authorized Nondiscrimination Statement on all vital documents distributed to the public?
	
	
	
	FNS Instruction 113-1, Section IX – Public Notification
	Sections 1265 and 1280

	6. Does the ITO/SA have a procedure to respond to requests from participants and potentially eligible households for information on nondiscrimination policies, complaint procedures, and the rights of participants within ten days of the date of a request?  
	
	
	
	
	Section 1265

	7. Does the SA monitor the LA’s compliance with USDA nondiscrimination regulations and FNS Instruction 113-1, to ensure that in the operation of the program no person is discriminated against because of sex, race, color, age, disability, national origin, religion, or political beliefs?
	
	
	
	FNS Instruction 113-1, Section XIII – Compliance Reviews
	

	8. Has the ITO/SA developed appropriate estimates to determine the need for bilingual staff and materials? 
	
	
	
	7 CFR 253.5(d); FNS Instruction 113-1, Appendix A, Section H – Bilingual Requirements
	Section 1310

	9. Are bilingual staff, outreach, and certification materials provided as appropriate?
	
	
	
	7 CFR 253.5(d); FNS Instruction 113-1, Appendix A, Section H – Bilingual Requirements
	Section 1310

	10. Has the ITO/SA identified any barriers to participation by persons with disabilities?
	
	
	
	FNS Instruction 113-1, Section XIII – Compliance Reviews
	


Compliance Comments:  Describe in detail any “NO” response(s) from this section.
	



B. [bookmark: _Toc419198325][bookmark: _Toc424207223]Complaints

Review all Civil Rights Complaints and Supporting Documentation since the last management evaluation.  This information should be requested from the appropriate Regional Civil Rights Director or from the Civil Rights Complaints Branch. See the Office of Civil Rights (OCR) Directory at: http://www.fns.usda.gov/civil-rights-directory.  Review documentation and interview appropriate FDPIR staff to answer the questions below.  

1. Describe the ITO’s/SA’s procedures for handling complaints, including verbal complaints, alleging discrimination.  



2. Were complaints alleging discrimination promptly forwarded to the appropriate FNS Regional OCR within 5 working days after receipt?  If no, explain. 



3. Were all civil rights complaints accepted, acted upon, and resolved within 90 days of acceptance?  Attach the complaint log or describe the complaints.



4. Does the ITO/SA conduct any trend analysis on civil rights complaints?  


a. Do complaints reveal any trends in terms of protected classes?
b. If yes, what were the trends identified and what corrective actions were taken?


	COMPLAINTS
FINDINGS LOG
	YES
	NO
	N/A
	REGULATION/
POLICY/
INSTRUCTION
	FNS HANDBOOK 501

	1. Does the ITO have a procedure for handling complaints, including verbal complaints, alleging discrimination?
	
	
	
	7 CFR 253.5(j); FNS Instruction 113-1, Section XV – Complaints
	Sections 1260-1265

	2. Were complaints alleging discrimination promptly forwarded the appropriate FNS Regional OCR within 5 working days after receipt?
	
	
	
	FNS Instruction 113-1, Section XV - Complaints
	

	3. Were all civil rights complaints accepted, acted upon, and resolved within 90 days of acceptance?
	
	
	
	FNS Instruction 113-1, Section XV Complaints
	

	4. Does the ITO/SA conduct any trend analysis on civil rights complaints?  
	
	
	
	FNS Instruction 113-1, Appendix A, Section I – Data Collection
	

	5. Does the ITO/SA maintain civil rights complaint records for a period of 3 years or longer if warranted?
	
	
	
	7 CFR 250.16(b)
	Section 1510


Complaints Comments:  Describe in detail any “NO” response(s) from this section.
	



C. [bookmark: _Toc419198326][bookmark: _Toc424207224]Data Collection and Retention 

Review the ITO/SA’s latest FNS-101, Participation in Food Programs by Race.  Interview relevant ITO/SA staff in order to answer the following questions.  

1. Describe how the ITO/SA uses the FNS-101 data to measure program effectiveness in reaching potentially eligible persons (e.g., creation of outreach materials).


	Policy: FNS 101 Participation in Food Programs by Race is collected annually recording participation by race/ethnicity during the month of July.  ITO/SAs must determine that the data has been received from all reporting units.  The data must be submitted to the appropriate FNS Regional Office by the 15th of September (see FNS 101 Form in electronic library).  ITO/SAs are required to review the data for outreach and monitor participation based on the eligible population.  This information is collected at the time of application.



	DATA COLLECTION AND RETENTION
FINDINGS LOG
	YES
	NO
	N/A
	REGULATION/
POLICY/
INSTRUCTION
	FNS HANDBOOK 501

	1. Does the ITO’s/SA have a system for collecting racial/ethnic data on recipients for annual completion and submission of the FNS-101?
	
	
	
	FNS Instruction 113-1, Appendix C, Section D, Data Collection and Reporting
	Sections 1520(b) and 1530(b)

	2. Are the FNS-101 reports submitted to the FNSRO by September 15 of each year?
	
	
	
	
	Sections 1520(b) and 1530(b)

	3. Does the ITO/SA maintain applicant and participant data for a period of 3 years?
	
	
	
	FNS Instruction 113-1, Appendix C, Section D, Data Collection and Reporting
	Section 1510


Data Collection Comments:  Describe in detail any “NO” response(s) from this section.
	


[bookmark: _Toc419198327]
VIII. [bookmark: _Toc424207225]TRAINING
Materials needed to complete this section:
· List of trainings offered by ITO/SA and attendance sheets
· Training materials, including Civil Rights training materials
· Updated FDPIR Online Certification Program tracking sheet
· FDPIR ME Module Findings Logs


A. [bookmark: _Toc419198328][bookmark: _Toc424207226]ITO/SA Training

Obtain a list of trainings offered by the ITO/SA as well as the corresponding attendance sheets.  Review all training materials and use them to fill out the table below. 

	TRAINING
	DATE(S)
	PARTICIPANTS
	TOPICS COVERED

	Certification 
	
	
	

	Ordering, Storage, and Distribution of USDA Foods
	
	
	

	Warehouse Management
	
	
	

	Customer Service & Civil Rights
	
	
	

	Fair Hearings
	
	
	

	Outreach
	
	
	

	Local Reviews, as applicable
	
	
	

	Forklift
	
	
	

	Computer Skills
	
	
	

	Nutrition Education
	
	
	

	NAFDPIR/Regional Conferences
	
	
	

	Other:
	
	
	


	
	ITO/SA TRAINING
FINDINGS LOG
	YES
	NO
	N/A
	REGULATION/
POLICY/
INSTRUCTION
	FNS HANDBOOK 501

	1. Does the ITO/SA have a program in place to provide continuous training (as needed) to: 

	a. Certification staff
	
	
	
	7 CFR 253.5(f)
	Section 1230

	b. Distribution staff
	
	
	
	7 CFR 253.5(f)
	Section 1230

	c. Hearing officials
	
	
	
	7 CFR 253.5(f)
	Section 1230

	d. Field supervisors who review local Food Distribution Programs
	
	
	
	7 CFR 253.5(f)
	Section 1230

	e. Outreach staff
	
	
	
	7 CFR 253.5(f)
	Section 1230

	f. Individuals involved in prescreening activities
	
	
	
	7 CFR 253.5(f)
	Section 1230

	g. Volunteers
	
	
	
	7 CFR 253.5(f)
	Section 1230

	h. Warehouse workers
	
	
	
	7 CFR 253.5(f)
	Section 1230

	2. Do the ITO/State agency training programs cover, as appropriate: 

	a. Eligibility criteria
	
	
	
	7 CFR 253.5(f)(1)
	Section 1231 

	b. Certification procedures
	
	
	
	7 CFR 253.5(f)(1)
	Section 1231

	c. Household rights and responsibilities (including non-discrimination rights)
	
	
	
	7 CFR 253.5(f)(1)
	Section 1231

	d. Certification interview skills
	
	
	
	7 CFR 253.5(f)(1)
	Section 1231

	e. USDA Foods receipt
	
	
	
	7 CFR 253.5(f)(1)
	Section 1231

	f. Storage
	
	
	
	7 CFR 253.5(f)(1)
	Section 1231

	g. Distribution
	
	
	
	7 CFR 253.5(f)(1)
	Section 1231

	h. Customer service skills
	
	
	
	7 CFR 253.5(f)(1)
	Section 1231

	3. Does the ITO/SA periodically review and revise training materials to correct program deficiencies and assure material is appropriate?  
	
	
	
	7 CFR 253.5(f)(1)
	Section 1231

	4. Was the content of training programs reviewed by the appropriate FNS Regional Office and changes incorporated as necessary?
	
	
	
	7 CFR 253.5(f)(2)
	Section 1231

	5. Does the ITO/SA maintain all training records for a period of at least 3 years?
	
	
	
	7 CFR 253.5(h)
	Section 1510


ITO/SA Training Comments:  Describe in detail any “NO” response(s) from this section. 
	


B. [bookmark: _Toc419198329][bookmark: _Toc424207227]Civil Rights Training

Review all Civil Rights Training Materials and attendance logs and answer the questions below. 

1.  Provide date(s) of most recent Civil Rights training and topics covered.



 (
The following topics are identified in FNS Instruction 113-1:  Collection and use of data, Effective public notification systems, Complaint procedures, Requirements for reasonable accommodation of persons with disabilities, Requirements for language assistance, Conflict resolution, Customer service.  
State Administered Programs
:   Compliance review techniques, Resolution of noncompliance
)







2. Review training attendance logs.  Have all staff received complete civil rights training during the period under review?  If not, describe actions necessary for compliance.



3. State Administered Programs:  Provide date(s) of most recent Civil Rights training and topics covered for LA staff.


	CIVIL RIGHTS TRAINING
FINDINGS LOG
	YES
	NO
	N/A
	REGULATION/
POLICY/
INSTRUCTION
	FNS 501 HANDBOOK

	1. Does the ITO/SA provide civil rights training to staff that interact with program applicants or participants and their supervisors at least annually and for new staff within 90 days of being hired?
	
	
	
	FNS Instruction 113-1, Section XI – Civil Rights Training Requirements
	Section 1231

	2. Did the ITO/SA staff receive training in each of the topics identified in FNS Instruction 113-1?
	
	
	
	See above
	

	3. Has all staff received complete civil rights training during the period under review?
	
	
	
	See above
	

	4. Is appropriate civil rights training conducted for LA staff?
	
	
	
	See above
	


[bookmark: _Toc419198330]Civil Rights Training Comments:  Describe in detail any “NO” response(s) from this section. 
	 




C. [bookmark: _Toc424207228]Training Needs

Review all FDPIR ME Module Findings Logs.  

Have any training needs been identified as a result of this ME?  If yes, please list below.  


	FUNCTIONAL AREA
	YES
	NO
	TRAINING NEEDS

	I. State Agency Operations and Staffing
	
	
	

	II. Certification and Household Actions
	
	
	

	III. Household Documents
	
	
	

	IV. Inventory Controls and Warehouse Operations
	
	
	

	V. Distribution
	
	
	

	VI. Financial Management
	
	
	

	VII. Civil Rights
	
	
	

	VIII. Training
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FDPIR Certification Case File Review Excel Version.xlsx
FDPIR Case Review Summary

		FDPIR Certification Case File Review		As of:		8/3/15

		Management Evaluation

		FDPIR Certification Case File Review		Total Number of 						Households

		Summary		Yes		No		N/A		1		2		3		4		5		6		7		8		9		10		11		12		13		14		15		16		17		18		19		20

		Application Processing 

		1.       Is application signed and dated?  [7 CFR 253.7(a)(3); FNS Handbook 501, Sections 3120 and 3140]     		0		0		0																																								

		2.       Was the recipient informed of their rights/responsibilities, including reporting requirements? [7 CFR 253.7(a)(5); FNS Handbook 501, Sections 3100 and 3600]		0		0		0																																								

		3.       Was the household’s application properly processed on an expedited basis? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3340, 3509, and 5132]		0		0		0																																								

		4.       If household was certified on an expedited basis, was verification completed prior to the issuance of benefits in any subsequent month? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3340, 3509, and 5132]		0		0		0																																								

		5.       Was the household properly certified in accordance with the procedures for categorically eligible households (i.e., all household members are receiving TANF, SSI (except in “cash-out” States), and/or General Assistance)? [7 CFR 253.6(c); FNS Handbook 501, Sections 4300-4330]		0		0		0																																								

		6.       If the household applied for recertification in the last month of its certification period, was the household provided the opportunity to receive benefits without interruption? [7 CFR 253.7(d); FNS Handbook 501, Section 5300]		0		0		0																																								

		7.       If the household was certified for one month pending verification of income, did the ITO/State agency complete the verification of income prior to issuing benefits in any subsequent month? [7 CFR 253.7(a)(8); FNS Handbook 501, Sections 3320 and 5101]		0		0		0																																								

		8.       Was a written notice of eligibility or notice of denial provided to the household within the required timeframes (i.e., 1 working day for expedited service; 7 working days for non-expedited cases)? [7 CFR 253.7(b)(3); FNS Handbook 501, Sections 5130 and 5211]		0		0		0																																								

		9.       Did the ITO/State agency take prompt action on all reported household changes? [7 CFR 253.7(c); FNS Handbook 501, Sections 5140-5143 and 5150 - 5153]		0		0		0																																								

		Dual Participation Verification																																														

		1.       Was a check for dual participation conducted and documented? [7 CFR 253.7 (e); FNS Handbook 501, Sections 1370 and 5410]		0		0		0																																								

		2.       During verification with the corresponding SNAP agency where any members of the household found to be certified in both FDPIR and SNAP during the same period? [7 CFR 253.7 (e); FNS Handbook 501, Sections 1370 and 5410]		0		0		0																																								

		Eligibility Determination																																														

		1.       Is the household composition correct? [7 CFR 253.6(a); FNS Handbook 501, Sections 3400-3417 and 4220]		0		0		0																																								

		2.       Was residency verified? [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 3512, 4210, and 4212]		0		0		0																																								

		3.       If the household resides in an approved near area or approved service area in Oklahoma, was the tribal membership of at least one household member verified?  [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 4210 and 4212]		0		0		0																																								

		4.       Was all non-excluded gross income verified and documented in the case file? [7 CFR 253.6(e) and 253.7(a)(6); FNS Handbook 501, Sections 3500-3530, 3540, 3550,  4520, 4530, and 4540]		0		0		0																																								

		5.       If the household claimed zero income, was proper documentation obtained (e.g., zero income form used)? [FNS Handbook 501, Section 3533]		0		0		0																																								

		6.       Was the income of disqualified household members properly counted in the eligibility determination? [7 CFR 253.7(d)(2)(ii)(G) and 253.7(f)(2); FNS Handbook 501, Sections 4530 , 4550, and 4730]		0		0		0																																								

		7.       If earned income was reported, were wage statements for a full month obtained? [7 CFR 253.7(b)(1); FNS Handbook 501, Section 3531]		0		0		0																																								

		8.       Was fluctuating income properly calculated? [7 CFR 253.7(b)(1); FNS Handbook 501, Sections 4600, 4611, 4612, and 4622]		0		0		0																																								

		9.       Was gross self-employment income and the costs of producing self-employment income properly determined? [7 CFR 253.7(b)(1)(iii); FNS Handbook 501, Sections 4720-4727]		0		0		0																																								

		10.    Are per capita or other lump-sum payments counted as appropriate (i.e. monthly per capita payments or monthly recurring lump-sum payments counted as unearned income and non-monthly per capita payments or non-monthly lump-sum payments excluded from income)? [7 CFR 253.6(d)(2)(i)(f) and 253.6(d)(3)(viii) and (xii); FNS Handbook 501, Sections 4530, 4549, and 4640]		0		0		0																																								

		11.    Are resources excluded as income (e.g., cash on-hand, money in checking or saving accounts, stocks, bonds, saving certificates)? [FNS Handbook 501, Section 4400]		0		0		0																																								

		12.    Was the correct conversion factor used (i.e., 4.3 weekly and 2.15 bi-weekly)? [FNS Handbook 501, Section 4621]		0		0		0																																								

		13.    Was the 20 percent earned income deduction properly applied?  [7 CFR 253.6(e); FNS Handbook 501, Sections 4551, 4640, and 4727]		0		0		0																																								

		14.    Was unearned income determined properly? [7 CFR 253.6(d)(2)(ii); FNS Handbook 501, Sections 3534, 4530, 4551]		0		0		0																																								

		15.    Was student income properly determined? [7 CFR 253.6(d)(3)(iii) and (vii); FNS Handbook 501, Sections 4530, 4543, 4544, and 4710-4711]		0		0		0																																								

		16.    Was the dependent care income deduction properly applied? [7 CFR 253.6(e)(2); FNS Handbook 501, Sections 3539, 4552, 4630, and 4640]		0		0		0																																								

		17.    Was the child support income deduction properly verified and applied? [7 CFR 253.6(e)(3); FNS Handbook 501, Sections 3539, 4553, 4630, and 4640]		0		0		0																																								

		18.    Was the medical expense income deduction properly verified and applied? [7 CFR 253.6(e)(4); FNS Handbook 501, Sections 3539, 4554, 4630, and 4640]		0		0		0																																								

		19.    Was the shelter/utility standard income deduction verified and properly applied? [7 CFR 253.6(e)(5); FNS Handbook 501, Sections 3539, 4555, 4630, and 4640]		0		0		0																																								

		20.    Was the net income calculated correctly? [7 CFR 253.7(b); FNS Handbook 501, Sections 4640 and 4727]		0		0		0																																								

		21.    Was the eligibility determination correct (i.e., household’s net monthly income compared to the income eligibility standard for the appropriate household size)? [7 CFR 253.7(b)(1)(vi); FNS Handbook 501, Sections 4640 and Exhibit M]		0		0		0																																								

		22.    If eligible, was the household's assigned certification period reasonable (i.e., shorter periods for unstable households; longer periods for stable households)? [7 CFR 253.7(b)(2); FNS Handbook 501, Sections 5110-5112]		0		0		0																																								

		Disqualification																																														

		1.       Does the casefile of a substantiated IPV contain clear and convincing evidence demonstrating that the household member committed one or more acts of IPV? [7 CFR 253.8(a); FNS Handbook 501, Section 5800]		0		0		0																																								

		Household Claims																																														

		1.       Did the ITO/State agency properly establish a claim on any overissuance of more than $125? [7 CFR 253.9(a); FNS Handbook 501, Section 5600 and 5610]		0		0		0																																								

		Fair Hearings																																														

		1.       Was the fair hearing conducted and the household notified of the decision within 60 days of the request for the hearing? [7 CFR 253.7(h); FNS Handbook 501, Section 5500-5591]		0		0		0																																								

		Issuance																																														

		1.       Is the issuance receipt card or sheet signed by the household? [7 CFR 253.10(c)(14); FNS Handbook 501, Sections 8140, 8340, and 8410]		0		0		0																																								

		2.       Are authorized representatives properly documented in the participant file? [7 CFR 253.7(a)(10); FNS Handbook 501, Sections 3434 and 3435]		0		0		0																																								

		Case File Documentation																																														

		1.       Did the case file contain a completed application including appropriate worksheets, documentation of verification, and notices? [FNS Handbook 501, Sections 1510 and 3550]		0		0		0																																								
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HH1

		Management Evaluation		

		FDPIR Certification Case File Review		Complete the worksheet by answering YES, NO, or N/A for each question.

		HOUSEHOLD NAME

						Comments

		HOUSEHOLD SIZE

		CERTIFICATION/TAILGATE SITE

		Application Processing 

		1.       Is application signed and dated?  [7 CFR 253.7(a)(3); FNS Handbook 501, Sections 3120 and 3140]     

		2.       Was the recipient informed of their rights/responsibilities, including reporting requirements? [7 CFR 253.7(a)(5); FNS Handbook 501, Sections 3100 and 3600]

		3.       Was the household’s application properly processed on an expedited basis? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3340, 3509, and 5132]

		4.       If household was certified on an expedited basis, was verification completed prior to the issuance of benefits in any subsequent month? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3340, 3509, and 5132]

		5.       Was the household properly certified in accordance with the procedures for categorically eligible households (i.e., all household members are receiving TANF, SSI (except in “cash-out” States), and/or General Assistance)? [7 CFR 253.6(c); FNS Handbook 501, Sections 4300-4330]

		6.       If the household applied for recertification in the last month of its certification period, was the household provided the opportunity to receive benefits without interruption? [7 CFR 253.7(d); FNS Handbook 501, Section 5300]

		7.       If the household was certified for one month pending verification of income, did the ITO/State agency complete the verification of income prior to issuing benefits in any subsequent month? [7 CFR 253.7(a)(8); FNS Handbook 501, Sections 3320 and 5101]

		8.       Was a written notice of eligibility or notice of denial provided to the household within the required timeframes (i.e., 1 working day for expedited service; 7 working days for non-expedited cases)? [7 CFR 253.7(b)(3); FNS Handbook 501, Sections 5130 and 5211]

		9.       Did the ITO/State agency take prompt action on all reported household changes? [7 CFR 253.7(c); FNS Handbook 501, Sections 5140-5143 and 5150 - 5153]

		Dual Participation Verification

		1.       Was a check for dual participation conducted and documented? [7 CFR 253.7 (e); FNS Handbook 501, Sections 1370 and 5410]

		2.       During verification with the corresponding SNAP agency where any members of the household found to be certified in both FDPIR and SNAP during the same period? [7 CFR 253.7 (e); FNS Handbook 501, Sections 1370 and 5410]

		Eligibility Determination

		1.       Is the household composition correct? [7 CFR 253.6(a); FNS Handbook 501, Sections 3400-3417 and 4220]

		2.       Was residency verified? [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 3512, 4210, and 4212]

		3.       If the household resides in an approved near area or approved service area in Oklahoma, was the tribal membership of at least one household member verified?  [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 4210 and 4212]

		4.       Was all non-excluded gross income verified and documented in the case file? [7 CFR 253.6(e) and 253.7(a)(6); FNS Handbook 501, Sections 3500-3530, 3540, 3550,  4520, 4530, and 4540]

		5.       If the household claimed zero income, was proper documentation obtained (e.g., zero income form used)? [FNS Handbook 501, Section 3533]

		6.       Was the income of disqualified household members properly counted in the eligibility determination? [7 CFR 253.7(d)(2)(ii)(G) and 253.7(f)(2); FNS Handbook 501, Sections 4530 , 4550, and 4730]

		7.       If earned income was reported, were wage statements for a full month obtained? [7 CFR 253.7(b)(1); FNS Handbook 501, Section 3531]

		8.       Was fluctuating income properly calculated? [7 CFR 253.7(b)(1); FNS Handbook 501, Sections 4600, 4611, 4612, and 4622]

		9.       Was gross self-employment income and the costs of producing self-employment income properly determined? [7 CFR 253.7(b)(1)(iii); FNS Handbook 501, Sections 4720-4727]

		10.    Are per capita or other lump-sum payments counted as appropriate (i.e. monthly per capita payments or monthly recurring lump-sum payments counted as unearned income and non-monthly per capita payments or non-monthly lump-sum payments excluded from income)? [7 CFR 253.6(d)(2)(i)(f) and 253.6(d)(3)(viii) and (xii); FNS Handbook 501, Sections 4530, 4549, and 4640]

		11.    Are resources excluded as income (e.g., cash on-hand, money in checking or saving accounts, stocks, bonds, saving certificates)? [FNS Handbook 501, Section 4400]

		12.    Was the correct conversion factor used (i.e., 4.3 weekly and 2.15 bi-weekly)? [FNS Handbook 501, Section 4621]

		13.    Was the 20 percent earned income deduction properly applied?  [7 CFR 253.6(e); FNS Handbook 501, Sections 4551, 4640, and 4727]

		14.    Was unearned income determined properly? [7 CFR 253.6(d)(2)(ii); FNS Handbook 501, Sections 3534, 4530, 4551]

		15.    Was student income properly determined? [7 CFR 253.6(d)(3)(iii) and (vii); FNS Handbook 501, Sections 4530, 4543, 4544, and 4710-4711]

		16.    Was the dependent care income deduction properly applied? [7 CFR 253.6(e)(2); FNS Handbook 501, Sections 3539, 4552, 4630, and 4640]

		17.    Was the child support income deduction properly verified and applied? [7 CFR 253.6(e)(3); FNS Handbook 501, Sections 3539, 4553, 4630, and 4640]

		18.    Was the medical expense income deduction properly verified and applied? [7 CFR 253.6(e)(4); FNS Handbook 501, Sections 3539, 4554, 4630, and 4640]

		19.    Was the shelter/utility standard income deduction verified and properly applied? [7 CFR 253.6(e)(5); FNS Handbook 501, Sections 3539, 4555, 4630, and 4640]

		20.    Was the net income calculated correctly? [7 CFR 253.7(b); FNS Handbook 501, Sections 4640 and 4727]

		21.    Was the eligibility determination correct (i.e., household’s net monthly income compared to the income eligibility standard for the appropriate household size)? [7 CFR 253.7(b)(1)(vi); FNS Handbook 501, Sections 4640 and Exhibit M]

		22.    If eligible, was the household's assigned certification period reasonable (i.e., shorter periods for unstable households; longer periods for stable households)? [7 CFR 253.7(b)(2); FNS Handbook 501, Sections 5110-5112]

		Disqualification

		1.       Does the casefile of a substantiated IPV contain clear and convincing evidence demonstrating that the household member committed one or more acts of IPV? [7 CFR 253.8(a); FNS Handbook 501, Section 5800]

		Household Claims

		1.       Did the ITO/State agency properly establish a claim on any overissuance of more than $125? [7 CFR 253.9(a); FNS Handbook 501, Section 5600 and 5610]

		Fair Hearings

		1.       Was the fair hearing conducted and the household notified of the decision within 60 days of the request for the hearing? [7 CFR 253.7(h); FNS Handbook 501, Section 5500-5591]

		Issuance

		1.       Is the issuance receipt card or sheet signed by the household? [7 CFR 253.10(c)(14); FNS Handbook 501, Sections 8140, 8340, and 8410]

		2.       Are authorized representatives properly documented in the participant file? [7 CFR 253.7(a)(10); FNS Handbook 501, Sections 3434 and 3435]

		Case File Documentation

		1.       Did the case file contain a completed application including appropriate worksheets, documentation of verification, and notices? [FNS Handbook 501, Sections 1510 and 3550]
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HH2

		Management Evaluation		

		FDPIR Certification Case File Review		Complete the worksheet by answering YES, NO, or N/A for each question.

		HOUSEHOLD NAME

						Comments

		HOUSEHOLD SIZE

		CERTIFICATION/TAILGATE SITE

		Application Processing 

		1.       Is application signed and dated?  [7 CFR 253.7(a)(3); FNS Handbook 501, Sections 3120 and 3140]     

		2.       Was the recipient informed of their rights/responsibilities, including reporting requirements? [7 CFR 253.7(a)(5); FNS Handbook 501, Sections 3100 and 3600]

		3.       Was the household’s application properly processed on an expedited basis? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3340, 3509, and 5132]

		4.       If household was certified on an expedited basis, was verification completed prior to the issuance of benefits in any subsequent month? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3340, 3509, and 5132]

		5.       Was the household properly certified in accordance with the procedures for categorically eligible households (i.e., all household members are receiving TANF, SSI (except in “cash-out” States), and/or General Assistance)? [7 CFR 253.6(c); FNS Handbook 501, Sections 4300-4330]

		6.       If the household applied for recertification in the last month of its certification period, was the household provided the opportunity to receive benefits without interruption? [7 CFR 253.7(d); FNS Handbook 501, Section 5300]

		7.       If the household was certified for one month pending verification of income, did the ITO/State agency complete the verification of income prior to issuing benefits in any subsequent month? [7 CFR 253.7(a)(8); FNS Handbook 501, Sections 3320 and 5101]

		8.       Was a written notice of eligibility or notice of denial provided to the household within the required timeframes (i.e., 1 working day for expedited service; 7 working days for non-expedited cases)? [7 CFR 253.7(b)(3); FNS Handbook 501, Sections 5130 and 5211]

		9.       Did the ITO/State agency take prompt action on all reported household changes? [7 CFR 253.7(c); FNS Handbook 501, Sections 5140-5143 and 5150 - 5153]

		Dual Participation Verification

		1.       Was a check for dual participation conducted and documented? [7 CFR 253.7 (e); FNS Handbook 501, Sections 1370 and 5410]

		2.       During verification with the corresponding SNAP agency where any members of the household found to be certified in both FDPIR and SNAP during the same period? [7 CFR 253.7 (e); FNS Handbook 501, Sections 1370 and 5410]

		Eligibility Determination

		1.       Is the household composition correct? [7 CFR 253.6(a); FNS Handbook 501, Sections 3400-3417 and 4220]

		2.       Was residency verified? [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 3512, 4210, and 4212]

		3.       If the household resides in an approved near area or approved service area in Oklahoma, was the tribal membership of at least one household member verified?  [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 4210 and 4212]

		4.       Was all non-excluded gross income verified and documented in the case file? [7 CFR 253.6(e) and 253.7(a)(6); FNS Handbook 501, Sections 3500-3530, 3540, 3550,  4520, 4530, and 4540]

		5.       If the household claimed zero income, was proper documentation obtained (e.g., zero income form used)? [FNS Handbook 501, Section 3533]

		6.       Was the income of disqualified household members properly counted in the eligibility determination? [7 CFR 253.7(d)(2)(ii)(G) and 253.7(f)(2); FNS Handbook 501, Sections 4530 , 4550, and 4730]

		7.       If earned income was reported, were wage statements for a full month obtained? [7 CFR 253.7(b)(1); FNS Handbook 501, Section 3531]

		8.       Was fluctuating income properly calculated? [7 CFR 253.7(b)(1); FNS Handbook 501, Sections 4600, 4611, 4612, and 4622]

		9.       Was gross self-employment income and the costs of producing self-employment income properly determined? [7 CFR 253.7(b)(1)(iii); FNS Handbook 501, Sections 4720-4727]

		10.    Are per capita or other lump-sum payments counted as appropriate (i.e. monthly per capita payments or monthly recurring lump-sum payments counted as unearned income and non-monthly per capita payments or non-monthly lump-sum payments excluded from income)? [7 CFR 253.6(d)(2)(i)(f) and 253.6(d)(3)(viii) and (xii); FNS Handbook 501, Sections 4530, 4549, and 4640]

		11.    Are resources excluded as income (e.g., cash on-hand, money in checking or saving accounts, stocks, bonds, saving certificates)? [FNS Handbook 501, Section 4400]

		12.    Was the correct conversion factor used (i.e., 4.3 weekly and 2.15 bi-weekly)? [FNS Handbook 501, Section 4621]

		13.    Was the 20 percent earned income deduction properly applied?  [7 CFR 253.6(e); FNS Handbook 501, Sections 4551, 4640, and 4727]

		14.    Was unearned income determined properly? [7 CFR 253.6(d)(2)(ii); FNS Handbook 501, Sections 3534, 4530, 4551]

		15.    Was student income properly determined? [7 CFR 253.6(d)(3)(iii) and (vii); FNS Handbook 501, Sections 4530, 4543, 4544, and 4710-4711]

		16.    Was the dependent care income deduction properly applied? [7 CFR 253.6(e)(2); FNS Handbook 501, Sections 3539, 4552, 4630, and 4640]

		17.    Was the child support income deduction properly verified and applied? [7 CFR 253.6(e)(3); FNS Handbook 501, Sections 3539, 4553, 4630, and 4640]

		18.    Was the medical expense income deduction properly verified and applied? [7 CFR 253.6(e)(4); FNS Handbook 501, Sections 3539, 4554, 4630, and 4640]

		19.    Was the shelter/utility standard income deduction verified and properly applied? [7 CFR 253.6(e)(5); FNS Handbook 501, Sections 3539, 4555, 4630, and 4640]

		20.    Was the net income calculated correctly? [7 CFR 253.7(b); FNS Handbook 501, Sections 4640 and 4727]

		21.    Was the eligibility determination correct (i.e., household’s net monthly income compared to the income eligibility standard for the appropriate household size)? [7 CFR 253.7(b)(1)(vi); FNS Handbook 501, Sections 4640 and Exhibit M]

		22.    If eligible, was the household's assigned certification period reasonable (i.e., shorter periods for unstable households; longer periods for stable households)? [7 CFR 253.7(b)(2); FNS Handbook 501, Sections 5110-5112]

		Disqualification

		1.       Does the casefile of a substantiated IPV contain clear and convincing evidence demonstrating that the household member committed one or more acts of IPV? [7 CFR 253.8(a); FNS Handbook 501, Section 5800]

		Household Claims

		1.       Did the ITO/State agency properly establish a claim on any overissuance of more than $125? [7 CFR 253.9(a); FNS Handbook 501, Section 5600 and 5610]

		Fair Hearings

		1.       Was the fair hearing conducted and the household notified of the decision within 60 days of the request for the hearing? [7 CFR 253.7(h); FNS Handbook 501, Section 5500-5591]

		Issuance

		1.       Is the issuance receipt card or sheet signed by the household? [7 CFR 253.10(c)(14); FNS Handbook 501, Sections 8140, 8340, and 8410]

		2.       Are authorized representatives properly documented in the participant file? [7 CFR 253.7(a)(10); FNS Handbook 501, Sections 3434 and 3435]

		Case File Documentation

		1.       Did the case file contain a completed application including appropriate worksheets, documentation of verification, and notices? [FNS Handbook 501, Sections 1510 and 3550]
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		Management Evaluation		

		FDPIR Certification Case File Review		Complete the worksheet by answering YES, NO, or N/A for each question.

		HOUSEHOLD NAME

						Comments

		HOUSEHOLD SIZE

		CERTIFICATION/TAILGATE SITE

		Application Processing 

		1.       Is application signed and dated?  [7 CFR 253.7(a)(3); FNS Handbook 501, Sections 3120 and 3140]     

		2.       Was the recipient informed of their rights/responsibilities, including reporting requirements? [7 CFR 253.7(a)(5); FNS Handbook 501, Sections 3100 and 3600]

		3.       Was the household’s application properly processed on an expedited basis? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3340, 3509, and 5132]

		4.       If household was certified on an expedited basis, was verification completed prior to the issuance of benefits in any subsequent month? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3340, 3509, and 5132]

		5.       Was the household properly certified in accordance with the procedures for categorically eligible households (i.e., all household members are receiving TANF, SSI (except in “cash-out” States), and/or General Assistance)? [7 CFR 253.6(c); FNS Handbook 501, Sections 4300-4330]

		6.       If the household applied for recertification in the last month of its certification period, was the household provided the opportunity to receive benefits without interruption? [7 CFR 253.7(d); FNS Handbook 501, Section 5300]

		7.       If the household was certified for one month pending verification of income, did the ITO/State agency complete the verification of income prior to issuing benefits in any subsequent month? [7 CFR 253.7(a)(8); FNS Handbook 501, Sections 3320 and 5101]

		8.       Was a written notice of eligibility or notice of denial provided to the household within the required timeframes (i.e., 1 working day for expedited service; 7 working days for non-expedited cases)? [7 CFR 253.7(b)(3); FNS Handbook 501, Sections 5130 and 5211]

		9.       Did the ITO/State agency take prompt action on all reported household changes? [7 CFR 253.7(c); FNS Handbook 501, Sections 5140-5143 and 5150 - 5153]

		Dual Participation Verification

		1.       Was a check for dual participation conducted and documented? [7 CFR 253.7 (e); FNS Handbook 501, Sections 1370 and 5410]

		2.       During verification with the corresponding SNAP agency where any members of the household found to be certified in both FDPIR and SNAP during the same period? [7 CFR 253.7 (e); FNS Handbook 501, Sections 1370 and 5410]

		Eligibility Determination

		1.       Is the household composition correct? [7 CFR 253.6(a); FNS Handbook 501, Sections 3400-3417 and 4220]

		2.       Was residency verified? [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 3512, 4210, and 4212]

		3.       If the household resides in an approved near area or approved service area in Oklahoma, was the tribal membership of at least one household member verified?  [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 4210 and 4212]

		4.       Was all non-excluded gross income verified and documented in the case file? [7 CFR 253.6(e) and 253.7(a)(6); FNS Handbook 501, Sections 3500-3530, 3540, 3550,  4520, 4530, and 4540]

		5.       If the household claimed zero income, was proper documentation obtained (e.g., zero income form used)? [FNS Handbook 501, Section 3533]

		6.       Was the income of disqualified household members properly counted in the eligibility determination? [7 CFR 253.7(d)(2)(ii)(G) and 253.7(f)(2); FNS Handbook 501, Sections 4530 , 4550, and 4730]

		7.       If earned income was reported, were wage statements for a full month obtained? [7 CFR 253.7(b)(1); FNS Handbook 501, Section 3531]

		8.       Was fluctuating income properly calculated? [7 CFR 253.7(b)(1); FNS Handbook 501, Sections 4600, 4611, 4612, and 4622]

		9.       Was gross self-employment income and the costs of producing self-employment income properly determined? [7 CFR 253.7(b)(1)(iii); FNS Handbook 501, Sections 4720-4727]

		10.    Are per capita or other lump-sum payments counted as appropriate (i.e. monthly per capita payments or monthly recurring lump-sum payments counted as unearned income and non-monthly per capita payments or non-monthly lump-sum payments excluded from income)? [7 CFR 253.6(d)(2)(i)(f) and 253.6(d)(3)(viii) and (xii); FNS Handbook 501, Sections 4530, 4549, and 4640]

		11.    Are resources excluded as income (e.g., cash on-hand, money in checking or saving accounts, stocks, bonds, saving certificates)? [FNS Handbook 501, Section 4400]

		12.    Was the correct conversion factor used (i.e., 4.3 weekly and 2.15 bi-weekly)? [FNS Handbook 501, Section 4621]

		13.    Was the 20 percent earned income deduction properly applied?  [7 CFR 253.6(e); FNS Handbook 501, Sections 4551, 4640, and 4727]

		14.    Was unearned income determined properly? [7 CFR 253.6(d)(2)(ii); FNS Handbook 501, Sections 3534, 4530, 4551]

		15.    Was student income properly determined? [7 CFR 253.6(d)(3)(iii) and (vii); FNS Handbook 501, Sections 4530, 4543, 4544, and 4710-4711]

		16.    Was the dependent care income deduction properly applied? [7 CFR 253.6(e)(2); FNS Handbook 501, Sections 3539, 4552, 4630, and 4640]

		17.    Was the child support income deduction properly verified and applied? [7 CFR 253.6(e)(3); FNS Handbook 501, Sections 3539, 4553, 4630, and 4640]

		18.    Was the medical expense income deduction properly verified and applied? [7 CFR 253.6(e)(4); FNS Handbook 501, Sections 3539, 4554, 4630, and 4640]

		19.    Was the shelter/utility standard income deduction verified and properly applied? [7 CFR 253.6(e)(5); FNS Handbook 501, Sections 3539, 4555, 4630, and 4640]

		20.    Was the net income calculated correctly? [7 CFR 253.7(b); FNS Handbook 501, Sections 4640 and 4727]

		21.    Was the eligibility determination correct (i.e., household’s net monthly income compared to the income eligibility standard for the appropriate household size)? [7 CFR 253.7(b)(1)(vi); FNS Handbook 501, Sections 4640 and Exhibit M]

		22.    If eligible, was the household's assigned certification period reasonable (i.e., shorter periods for unstable households; longer periods for stable households)? [7 CFR 253.7(b)(2); FNS Handbook 501, Sections 5110-5112]

		Disqualification

		1.       Does the casefile of a substantiated IPV contain clear and convincing evidence demonstrating that the household member committed one or more acts of IPV? [7 CFR 253.8(a); FNS Handbook 501, Section 5800]

		Household Claims

		1.       Did the ITO/State agency properly establish a claim on any overissuance of more than $125? [7 CFR 253.9(a); FNS Handbook 501, Section 5600 and 5610]

		Fair Hearings

		1.       Was the fair hearing conducted and the household notified of the decision within 60 days of the request for the hearing? [7 CFR 253.7(h); FNS Handbook 501, Section 5500-5591]

		Issuance

		1.       Is the issuance receipt card or sheet signed by the household? [7 CFR 253.10(c)(14); FNS Handbook 501, Sections 8140, 8340, and 8410]

		2.       Are authorized representatives properly documented in the participant file? [7 CFR 253.7(a)(10); FNS Handbook 501, Sections 3434 and 3435]

		Case File Documentation

		1.       Did the case file contain a completed application including appropriate worksheets, documentation of verification, and notices? [FNS Handbook 501, Sections 1510 and 3550]
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HH4

		Management Evaluation		

		FDPIR Certification Case File Review		Complete the worksheet by answering YES, NO, or N/A for each question.

		HOUSEHOLD NAME

						Comments

		HOUSEHOLD SIZE

		CERTIFICATION/TAILGATE SITE

		Application Processing 

		1.       Is application signed and dated?  [7 CFR 253.7(a)(3); FNS Handbook 501, Sections 3120 and 3140]     

		2.       Was the recipient informed of their rights/responsibilities, including reporting requirements? [7 CFR 253.7(a)(5); FNS Handbook 501, Sections 3100 and 3600]

		3.       Was the household’s application properly processed on an expedited basis? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3340, 3509, and 5132]

		4.       If household was certified on an expedited basis, was verification completed prior to the issuance of benefits in any subsequent month? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3340, 3509, and 5132]

		5.       Was the household properly certified in accordance with the procedures for categorically eligible households (i.e., all household members are receiving TANF, SSI (except in “cash-out” States), and/or General Assistance)? [7 CFR 253.6(c); FNS Handbook 501, Sections 4300-4330]

		6.       If the household applied for recertification in the last month of its certification period, was the household provided the opportunity to receive benefits without interruption? [7 CFR 253.7(d); FNS Handbook 501, Section 5300]

		7.       If the household was certified for one month pending verification of income, did the ITO/State agency complete the verification of income prior to issuing benefits in any subsequent month? [7 CFR 253.7(a)(8); FNS Handbook 501, Sections 3320 and 5101]

		8.       Was a written notice of eligibility or notice of denial provided to the household within the required timeframes (i.e., 1 working day for expedited service; 7 working days for non-expedited cases)? [7 CFR 253.7(b)(3); FNS Handbook 501, Sections 5130 and 5211]

		9.       Did the ITO/State agency take prompt action on all reported household changes? [7 CFR 253.7(c); FNS Handbook 501, Sections 5140-5143 and 5150 - 5153]

		Dual Participation Verification

		1.       Was a check for dual participation conducted and documented? [7 CFR 253.7 (e); FNS Handbook 501, Sections 1370 and 5410]

		2.       During verification with the corresponding SNAP agency where any members of the household found to be certified in both FDPIR and SNAP during the same period? [7 CFR 253.7 (e); FNS Handbook 501, Sections 1370 and 5410]

		Eligibility Determination

		1.       Is the household composition correct? [7 CFR 253.6(a); FNS Handbook 501, Sections 3400-3417 and 4220]

		2.       Was residency verified? [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 3512, 4210, and 4212]

		3.       If the household resides in an approved near area or approved service area in Oklahoma, was the tribal membership of at least one household member verified?  [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 4210 and 4212]

		4.       Was all non-excluded gross income verified and documented in the case file? [7 CFR 253.6(e) and 253.7(a)(6); FNS Handbook 501, Sections 3500-3530, 3540, 3550,  4520, 4530, and 4540]

		5.       If the household claimed zero income, was proper documentation obtained (e.g., zero income form used)? [FNS Handbook 501, Section 3533]

		6.       Was the income of disqualified household members properly counted in the eligibility determination? [7 CFR 253.7(d)(2)(ii)(G) and 253.7(f)(2); FNS Handbook 501, Sections 4530 , 4550, and 4730]

		7.       If earned income was reported, were wage statements for a full month obtained? [7 CFR 253.7(b)(1); FNS Handbook 501, Section 3531]

		8.       Was fluctuating income properly calculated? [7 CFR 253.7(b)(1); FNS Handbook 501, Sections 4600, 4611, 4612, and 4622]

		9.       Was gross self-employment income and the costs of producing self-employment income properly determined? [7 CFR 253.7(b)(1)(iii); FNS Handbook 501, Sections 4720-4727]

		10.    Are per capita or other lump-sum payments counted as appropriate (i.e. monthly per capita payments or monthly recurring lump-sum payments counted as unearned income and non-monthly per capita payments or non-monthly lump-sum payments excluded from income)? [7 CFR 253.6(d)(2)(i)(f) and 253.6(d)(3)(viii) and (xii); FNS Handbook 501, Sections 4530, 4549, and 4640]

		11.    Are resources excluded as income (e.g., cash on-hand, money in checking or saving accounts, stocks, bonds, saving certificates)? [FNS Handbook 501, Section 4400]

		12.    Was the correct conversion factor used (i.e., 4.3 weekly and 2.15 bi-weekly)? [FNS Handbook 501, Section 4621]

		13.    Was the 20 percent earned income deduction properly applied?  [7 CFR 253.6(e); FNS Handbook 501, Sections 4551, 4640, and 4727]

		14.    Was unearned income determined properly? [7 CFR 253.6(d)(2)(ii); FNS Handbook 501, Sections 3534, 4530, 4551]

		15.    Was student income properly determined? [7 CFR 253.6(d)(3)(iii) and (vii); FNS Handbook 501, Sections 4530, 4543, 4544, and 4710-4711]

		16.    Was the dependent care income deduction properly applied? [7 CFR 253.6(e)(2); FNS Handbook 501, Sections 3539, 4552, 4630, and 4640]

		17.    Was the child support income deduction properly verified and applied? [7 CFR 253.6(e)(3); FNS Handbook 501, Sections 3539, 4553, 4630, and 4640]

		18.    Was the medical expense income deduction properly verified and applied? [7 CFR 253.6(e)(4); FNS Handbook 501, Sections 3539, 4554, 4630, and 4640]

		19.    Was the shelter/utility standard income deduction verified and properly applied? [7 CFR 253.6(e)(5); FNS Handbook 501, Sections 3539, 4555, 4630, and 4640]

		20.    Was the net income calculated correctly? [7 CFR 253.7(b); FNS Handbook 501, Sections 4640 and 4727]

		21.    Was the eligibility determination correct (i.e., household’s net monthly income compared to the income eligibility standard for the appropriate household size)? [7 CFR 253.7(b)(1)(vi); FNS Handbook 501, Sections 4640 and Exhibit M]

		22.    If eligible, was the household's assigned certification period reasonable (i.e., shorter periods for unstable households; longer periods for stable households)? [7 CFR 253.7(b)(2); FNS Handbook 501, Sections 5110-5112]

		Disqualification

		1.       Does the casefile of a substantiated IPV contain clear and convincing evidence demonstrating that the household member committed one or more acts of IPV? [7 CFR 253.8(a); FNS Handbook 501, Section 5800]

		Household Claims

		1.       Did the ITO/State agency properly establish a claim on any overissuance of more than $125? [7 CFR 253.9(a); FNS Handbook 501, Section 5600 and 5610]

		Fair Hearings

		1.       Was the fair hearing conducted and the household notified of the decision within 60 days of the request for the hearing? [7 CFR 253.7(h); FNS Handbook 501, Section 5500-5591]

		Issuance

		1.       Is the issuance receipt card or sheet signed by the household? [7 CFR 253.10(c)(14); FNS Handbook 501, Sections 8140, 8340, and 8410]

		2.       Are authorized representatives properly documented in the participant file? [7 CFR 253.7(a)(10); FNS Handbook 501, Sections 3434 and 3435]

		Case File Documentation

		1.       Did the case file contain a completed application including appropriate worksheets, documentation of verification, and notices? [FNS Handbook 501, Sections 1510 and 3550]
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HH5

		Management Evaluation		

		FDPIR Certification Case File Review		Complete the worksheet by answering YES, NO, or N/A for each question.

		HOUSEHOLD NAME

						Comments

		HOUSEHOLD SIZE

		CERTIFICATION/TAILGATE SITE

		Application Processing 

		1.       Is application signed and dated?  [7 CFR 253.7(a)(3); FNS Handbook 501, Sections 3120 and 3140]     

		2.       Was the recipient informed of their rights/responsibilities, including reporting requirements? [7 CFR 253.7(a)(5); FNS Handbook 501, Sections 3100 and 3600]

		3.       Was the household’s application properly processed on an expedited basis? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3340, 3509, and 5132]

		4.       If household was certified on an expedited basis, was verification completed prior to the issuance of benefits in any subsequent month? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3340, 3509, and 5132]

		5.       Was the household properly certified in accordance with the procedures for categorically eligible households (i.e., all household members are receiving TANF, SSI (except in “cash-out” States), and/or General Assistance)? [7 CFR 253.6(c); FNS Handbook 501, Sections 4300-4330]

		6.       If the household applied for recertification in the last month of its certification period, was the household provided the opportunity to receive benefits without interruption? [7 CFR 253.7(d); FNS Handbook 501, Section 5300]

		7.       If the household was certified for one month pending verification of income, did the ITO/State agency complete the verification of income prior to issuing benefits in any subsequent month? [7 CFR 253.7(a)(8); FNS Handbook 501, Sections 3320 and 5101]

		8.       Was a written notice of eligibility or notice of denial provided to the household within the required timeframes (i.e., 1 working day for expedited service; 7 working days for non-expedited cases)? [7 CFR 253.7(b)(3); FNS Handbook 501, Sections 5130 and 5211]

		9.       Did the ITO/State agency take prompt action on all reported household changes? [7 CFR 253.7(c); FNS Handbook 501, Sections 5140-5143 and 5150 - 5153]

		Dual Participation Verification

		1.       Was a check for dual participation conducted and documented? [7 CFR 253.7 (e); FNS Handbook 501, Sections 1370 and 5410]

		2.       During verification with the corresponding SNAP agency where any members of the household found to be certified in both FDPIR and SNAP during the same period? [7 CFR 253.7 (e); FNS Handbook 501, Sections 1370 and 5410]

		Eligibility Determination

		1.       Is the household composition correct? [7 CFR 253.6(a); FNS Handbook 501, Sections 3400-3417 and 4220]

		2.       Was residency verified? [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 3512, 4210, and 4212]

		3.       If the household resides in an approved near area or approved service area in Oklahoma, was the tribal membership of at least one household member verified?  [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 4210 and 4212]

		4.       Was all non-excluded gross income verified and documented in the case file? [7 CFR 253.6(e) and 253.7(a)(6); FNS Handbook 501, Sections 3500-3530, 3540, 3550,  4520, 4530, and 4540]

		5.       If the household claimed zero income, was proper documentation obtained (e.g., zero income form used)? [FNS Handbook 501, Section 3533]

		6.       Was the income of disqualified household members properly counted in the eligibility determination? [7 CFR 253.7(d)(2)(ii)(G) and 253.7(f)(2); FNS Handbook 501, Sections 4530 , 4550, and 4730]

		7.       If earned income was reported, were wage statements for a full month obtained? [7 CFR 253.7(b)(1); FNS Handbook 501, Section 3531]

		8.       Was fluctuating income properly calculated? [7 CFR 253.7(b)(1); FNS Handbook 501, Sections 4600, 4611, 4612, and 4622]

		9.       Was gross self-employment income and the costs of producing self-employment income properly determined? [7 CFR 253.7(b)(1)(iii); FNS Handbook 501, Sections 4720-4727]

		10.    Are per capita or other lump-sum payments counted as appropriate (i.e. monthly per capita payments or monthly recurring lump-sum payments counted as unearned income and non-monthly per capita payments or non-monthly lump-sum payments excluded from income)? [7 CFR 253.6(d)(2)(i)(f) and 253.6(d)(3)(viii) and (xii); FNS Handbook 501, Sections 4530, 4549, and 4640]

		11.    Are resources excluded as income (e.g., cash on-hand, money in checking or saving accounts, stocks, bonds, saving certificates)? [FNS Handbook 501, Section 4400]

		12.    Was the correct conversion factor used (i.e., 4.3 weekly and 2.15 bi-weekly)? [FNS Handbook 501, Section 4621]

		13.    Was the 20 percent earned income deduction properly applied?  [7 CFR 253.6(e); FNS Handbook 501, Sections 4551, 4640, and 4727]

		14.    Was unearned income determined properly? [7 CFR 253.6(d)(2)(ii); FNS Handbook 501, Sections 3534, 4530, 4551]

		15.    Was student income properly determined? [7 CFR 253.6(d)(3)(iii) and (vii); FNS Handbook 501, Sections 4530, 4543, 4544, and 4710-4711]

		16.    Was the dependent care income deduction properly applied? [7 CFR 253.6(e)(2); FNS Handbook 501, Sections 3539, 4552, 4630, and 4640]

		17.    Was the child support income deduction properly verified and applied? [7 CFR 253.6(e)(3); FNS Handbook 501, Sections 3539, 4553, 4630, and 4640]

		18.    Was the medical expense income deduction properly verified and applied? [7 CFR 253.6(e)(4); FNS Handbook 501, Sections 3539, 4554, 4630, and 4640]

		19.    Was the shelter/utility standard income deduction verified and properly applied? [7 CFR 253.6(e)(5); FNS Handbook 501, Sections 3539, 4555, 4630, and 4640]

		20.    Was the net income calculated correctly? [7 CFR 253.7(b); FNS Handbook 501, Sections 4640 and 4727]

		21.    Was the eligibility determination correct (i.e., household’s net monthly income compared to the income eligibility standard for the appropriate household size)? [7 CFR 253.7(b)(1)(vi); FNS Handbook 501, Sections 4640 and Exhibit M]

		22.    If eligible, was the household's assigned certification period reasonable (i.e., shorter periods for unstable households; longer periods for stable households)? [7 CFR 253.7(b)(2); FNS Handbook 501, Sections 5110-5112]

		Disqualification

		1.       Does the casefile of a substantiated IPV contain clear and convincing evidence demonstrating that the household member committed one or more acts of IPV? [7 CFR 253.8(a); FNS Handbook 501, Section 5800]

		Household Claims

		1.       Did the ITO/State agency properly establish a claim on any overissuance of more than $125? [7 CFR 253.9(a); FNS Handbook 501, Section 5600 and 5610]

		Fair Hearings

		1.       Was the fair hearing conducted and the household notified of the decision within 60 days of the request for the hearing? [7 CFR 253.7(h); FNS Handbook 501, Section 5500-5591]

		Issuance

		1.       Is the issuance receipt card or sheet signed by the household? [7 CFR 253.10(c)(14); FNS Handbook 501, Sections 8140, 8340, and 8410]

		2.       Are authorized representatives properly documented in the participant file? [7 CFR 253.7(a)(10); FNS Handbook 501, Sections 3434 and 3435]

		Case File Documentation

		1.       Did the case file contain a completed application including appropriate worksheets, documentation of verification, and notices? [FNS Handbook 501, Sections 1510 and 3550]
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HH6

		Management Evaluation		

		FDPIR Certification Case File Review		Complete the worksheet by answering YES, NO, or N/A for each question.

		HOUSEHOLD NAME

						Comments

		HOUSEHOLD SIZE

		CERTIFICATION/TAILGATE SITE

		Application Processing 

		1.       Is application signed and dated?  [7 CFR 253.7(a)(3); FNS Handbook 501, Sections 3120 and 3140]     

		2.       Was the recipient informed of their rights/responsibilities, including reporting requirements? [7 CFR 253.7(a)(5); FNS Handbook 501, Sections 3100 and 3600]

		3.       Was the household’s application properly processed on an expedited basis? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3340, 3509, and 5132]

		4.       If household was certified on an expedited basis, was verification completed prior to the issuance of benefits in any subsequent month? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3340, 3509, and 5132]

		5.       Was the household properly certified in accordance with the procedures for categorically eligible households (i.e., all household members are receiving TANF, SSI (except in “cash-out” States), and/or General Assistance)? [7 CFR 253.6(c); FNS Handbook 501, Sections 4300-4330]

		6.       If the household applied for recertification in the last month of its certification period, was the household provided the opportunity to receive benefits without interruption? [7 CFR 253.7(d); FNS Handbook 501, Section 5300]

		7.       If the household was certified for one month pending verification of income, did the ITO/State agency complete the verification of income prior to issuing benefits in any subsequent month? [7 CFR 253.7(a)(8); FNS Handbook 501, Sections 3320 and 5101]

		8.       Was a written notice of eligibility or notice of denial provided to the household within the required timeframes (i.e., 1 working day for expedited service; 7 working days for non-expedited cases)? [7 CFR 253.7(b)(3); FNS Handbook 501, Sections 5130 and 5211]

		9.       Did the ITO/State agency take prompt action on all reported household changes? [7 CFR 253.7(c); FNS Handbook 501, Sections 5140-5143 and 5150 - 5153]

		Dual Participation Verification

		1.       Was a check for dual participation conducted and documented? [7 CFR 253.7 (e); FNS Handbook 501, Sections 1370 and 5410]

		2.       During verification with the corresponding SNAP agency where any members of the household found to be certified in both FDPIR and SNAP during the same period? [7 CFR 253.7 (e); FNS Handbook 501, Sections 1370 and 5410]

		Eligibility Determination

		1.       Is the household composition correct? [7 CFR 253.6(a); FNS Handbook 501, Sections 3400-3417 and 4220]

		2.       Was residency verified? [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 3512, 4210, and 4212]

		3.       If the household resides in an approved near area or approved service area in Oklahoma, was the tribal membership of at least one household member verified?  [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 4210 and 4212]

		4.       Was all non-excluded gross income verified and documented in the case file? [7 CFR 253.6(e) and 253.7(a)(6); FNS Handbook 501, Sections 3500-3530, 3540, 3550,  4520, 4530, and 4540]

		5.       If the household claimed zero income, was proper documentation obtained (e.g., zero income form used)? [FNS Handbook 501, Section 3533]

		6.       Was the income of disqualified household members properly counted in the eligibility determination? [7 CFR 253.7(d)(2)(ii)(G) and 253.7(f)(2); FNS Handbook 501, Sections 4530 , 4550, and 4730]

		7.       If earned income was reported, were wage statements for a full month obtained? [7 CFR 253.7(b)(1); FNS Handbook 501, Section 3531]

		8.       Was fluctuating income properly calculated? [7 CFR 253.7(b)(1); FNS Handbook 501, Sections 4600, 4611, 4612, and 4622]

		9.       Was gross self-employment income and the costs of producing self-employment income properly determined? [7 CFR 253.7(b)(1)(iii); FNS Handbook 501, Sections 4720-4727]

		10.    Are per capita or other lump-sum payments counted as appropriate (i.e. monthly per capita payments or monthly recurring lump-sum payments counted as unearned income and non-monthly per capita payments or non-monthly lump-sum payments excluded from income)? [7 CFR 253.6(d)(2)(i)(f) and 253.6(d)(3)(viii) and (xii); FNS Handbook 501, Sections 4530, 4549, and 4640]

		11.    Are resources excluded as income (e.g., cash on-hand, money in checking or saving accounts, stocks, bonds, saving certificates)? [FNS Handbook 501, Section 4400]

		12.    Was the correct conversion factor used (i.e., 4.3 weekly and 2.15 bi-weekly)? [FNS Handbook 501, Section 4621]

		13.    Was the 20 percent earned income deduction properly applied?  [7 CFR 253.6(e); FNS Handbook 501, Sections 4551, 4640, and 4727]

		14.    Was unearned income determined properly? [7 CFR 253.6(d)(2)(ii); FNS Handbook 501, Sections 3534, 4530, 4551]

		15.    Was student income properly determined? [7 CFR 253.6(d)(3)(iii) and (vii); FNS Handbook 501, Sections 4530, 4543, 4544, and 4710-4711]

		16.    Was the dependent care income deduction properly applied? [7 CFR 253.6(e)(2); FNS Handbook 501, Sections 3539, 4552, 4630, and 4640]

		17.    Was the child support income deduction properly verified and applied? [7 CFR 253.6(e)(3); FNS Handbook 501, Sections 3539, 4553, 4630, and 4640]

		18.    Was the medical expense income deduction properly verified and applied? [7 CFR 253.6(e)(4); FNS Handbook 501, Sections 3539, 4554, 4630, and 4640]

		19.    Was the shelter/utility standard income deduction verified and properly applied? [7 CFR 253.6(e)(5); FNS Handbook 501, Sections 3539, 4555, 4630, and 4640]

		20.    Was the net income calculated correctly? [7 CFR 253.7(b); FNS Handbook 501, Sections 4640 and 4727]

		21.    Was the eligibility determination correct (i.e., household’s net monthly income compared to the income eligibility standard for the appropriate household size)? [7 CFR 253.7(b)(1)(vi); FNS Handbook 501, Sections 4640 and Exhibit M]

		22.    If eligible, was the household's assigned certification period reasonable (i.e., shorter periods for unstable households; longer periods for stable households)? [7 CFR 253.7(b)(2); FNS Handbook 501, Sections 5110-5112]

		Disqualification

		1.       Does the casefile of a substantiated IPV contain clear and convincing evidence demonstrating that the household member committed one or more acts of IPV? [7 CFR 253.8(a); FNS Handbook 501, Section 5800]

		Household Claims

		1.       Did the ITO/State agency properly establish a claim on any overissuance of more than $125? [7 CFR 253.9(a); FNS Handbook 501, Section 5600 and 5610]

		Fair Hearings

		1.       Was the fair hearing conducted and the household notified of the decision within 60 days of the request for the hearing? [7 CFR 253.7(h); FNS Handbook 501, Section 5500-5591]

		Issuance

		1.       Is the issuance receipt card or sheet signed by the household? [7 CFR 253.10(c)(14); FNS Handbook 501, Sections 8140, 8340, and 8410]

		2.       Are authorized representatives properly documented in the participant file? [7 CFR 253.7(a)(10); FNS Handbook 501, Sections 3434 and 3435]

		Case File Documentation

		1.       Did the case file contain a completed application including appropriate worksheets, documentation of verification, and notices? [FNS Handbook 501, Sections 1510 and 3550]
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HH7

		Management Evaluation		

		FDPIR Certification Case File Review		Complete the worksheet by answering YES, NO, or N/A for each question.

		HOUSEHOLD NAME

						Comments

		HOUSEHOLD SIZE

		CERTIFICATION/TAILGATE SITE

		Application Processing 

		1.       Is application signed and dated?  [7 CFR 253.7(a)(3); FNS Handbook 501, Sections 3120 and 3140]     

		2.       Was the recipient informed of their rights/responsibilities, including reporting requirements? [7 CFR 253.7(a)(5); FNS Handbook 501, Sections 3100 and 3600]

		3.       Was the household’s application properly processed on an expedited basis? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3340, 3509, and 5132]

		4.       If household was certified on an expedited basis, was verification completed prior to the issuance of benefits in any subsequent month? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3340, 3509, and 5132]

		5.       Was the household properly certified in accordance with the procedures for categorically eligible households (i.e., all household members are receiving TANF, SSI (except in “cash-out” States), and/or General Assistance)? [7 CFR 253.6(c); FNS Handbook 501, Sections 4300-4330]

		6.       If the household applied for recertification in the last month of its certification period, was the household provided the opportunity to receive benefits without interruption? [7 CFR 253.7(d); FNS Handbook 501, Section 5300]

		7.       If the household was certified for one month pending verification of income, did the ITO/State agency complete the verification of income prior to issuing benefits in any subsequent month? [7 CFR 253.7(a)(8); FNS Handbook 501, Sections 3320 and 5101]

		8.       Was a written notice of eligibility or notice of denial provided to the household within the required timeframes (i.e., 1 working day for expedited service; 7 working days for non-expedited cases)? [7 CFR 253.7(b)(3); FNS Handbook 501, Sections 5130 and 5211]

		9.       Did the ITO/State agency take prompt action on all reported household changes? [7 CFR 253.7(c); FNS Handbook 501, Sections 5140-5143 and 5150 - 5153]

		Dual Participation Verification

		1.       Was a check for dual participation conducted and documented? [7 CFR 253.7 (e); FNS Handbook 501, Sections 1370 and 5410]

		2.       During verification with the corresponding SNAP agency where any members of the household found to be certified in both FDPIR and SNAP during the same period? [7 CFR 253.7 (e); FNS Handbook 501, Sections 1370 and 5410]

		Eligibility Determination

		1.       Is the household composition correct? [7 CFR 253.6(a); FNS Handbook 501, Sections 3400-3417 and 4220]

		2.       Was residency verified? [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 3512, 4210, and 4212]

		3.       If the household resides in an approved near area or approved service area in Oklahoma, was the tribal membership of at least one household member verified?  [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 4210 and 4212]

		4.       Was all non-excluded gross income verified and documented in the case file? [7 CFR 253.6(e) and 253.7(a)(6); FNS Handbook 501, Sections 3500-3530, 3540, 3550,  4520, 4530, and 4540]

		5.       If the household claimed zero income, was proper documentation obtained (e.g., zero income form used)? [FNS Handbook 501, Section 3533]

		6.       Was the income of disqualified household members properly counted in the eligibility determination? [7 CFR 253.7(d)(2)(ii)(G) and 253.7(f)(2); FNS Handbook 501, Sections 4530 , 4550, and 4730]

		7.       If earned income was reported, were wage statements for a full month obtained? [7 CFR 253.7(b)(1); FNS Handbook 501, Section 3531]

		8.       Was fluctuating income properly calculated? [7 CFR 253.7(b)(1); FNS Handbook 501, Sections 4600, 4611, 4612, and 4622]

		9.       Was gross self-employment income and the costs of producing self-employment income properly determined? [7 CFR 253.7(b)(1)(iii); FNS Handbook 501, Sections 4720-4727]

		10.    Are per capita or other lump-sum payments counted as appropriate (i.e. monthly per capita payments or monthly recurring lump-sum payments counted as unearned income and non-monthly per capita payments or non-monthly lump-sum payments excluded from income)? [7 CFR 253.6(d)(2)(i)(f) and 253.6(d)(3)(viii) and (xii); FNS Handbook 501, Sections 4530, 4549, and 4640]

		11.    Are resources excluded as income (e.g., cash on-hand, money in checking or saving accounts, stocks, bonds, saving certificates)? [FNS Handbook 501, Section 4400]

		12.    Was the correct conversion factor used (i.e., 4.3 weekly and 2.15 bi-weekly)? [FNS Handbook 501, Section 4621]

		13.    Was the 20 percent earned income deduction properly applied?  [7 CFR 253.6(e); FNS Handbook 501, Sections 4551, 4640, and 4727]

		14.    Was unearned income determined properly? [7 CFR 253.6(d)(2)(ii); FNS Handbook 501, Sections 3534, 4530, 4551]

		15.    Was student income properly determined? [7 CFR 253.6(d)(3)(iii) and (vii); FNS Handbook 501, Sections 4530, 4543, 4544, and 4710-4711]

		16.    Was the dependent care income deduction properly applied? [7 CFR 253.6(e)(2); FNS Handbook 501, Sections 3539, 4552, 4630, and 4640]

		17.    Was the child support income deduction properly verified and applied? [7 CFR 253.6(e)(3); FNS Handbook 501, Sections 3539, 4553, 4630, and 4640]

		18.    Was the medical expense income deduction properly verified and applied? [7 CFR 253.6(e)(4); FNS Handbook 501, Sections 3539, 4554, 4630, and 4640]

		19.    Was the shelter/utility standard income deduction verified and properly applied? [7 CFR 253.6(e)(5); FNS Handbook 501, Sections 3539, 4555, 4630, and 4640]

		20.    Was the net income calculated correctly? [7 CFR 253.7(b); FNS Handbook 501, Sections 4640 and 4727]

		21.    Was the eligibility determination correct (i.e., household’s net monthly income compared to the income eligibility standard for the appropriate household size)? [7 CFR 253.7(b)(1)(vi); FNS Handbook 501, Sections 4640 and Exhibit M]

		22.    If eligible, was the household's assigned certification period reasonable (i.e., shorter periods for unstable households; longer periods for stable households)? [7 CFR 253.7(b)(2); FNS Handbook 501, Sections 5110-5112]

		Disqualification

		1.       Does the casefile of a substantiated IPV contain clear and convincing evidence demonstrating that the household member committed one or more acts of IPV? [7 CFR 253.8(a); FNS Handbook 501, Section 5800]

		Household Claims

		1.       Did the ITO/State agency properly establish a claim on any overissuance of more than $125? [7 CFR 253.9(a); FNS Handbook 501, Section 5600 and 5610]

		Fair Hearings

		1.       Was the fair hearing conducted and the household notified of the decision within 60 days of the request for the hearing? [7 CFR 253.7(h); FNS Handbook 501, Section 5500-5591]

		Issuance

		1.       Is the issuance receipt card or sheet signed by the household? [7 CFR 253.10(c)(14); FNS Handbook 501, Sections 8140, 8340, and 8410]

		2.       Are authorized representatives properly documented in the participant file? [7 CFR 253.7(a)(10); FNS Handbook 501, Sections 3434 and 3435]

		Case File Documentation

		1.       Did the case file contain a completed application including appropriate worksheets, documentation of verification, and notices? [FNS Handbook 501, Sections 1510 and 3550]
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HH8

		Management Evaluation		

		FDPIR Certification Case File Review		Complete the worksheet by answering YES, NO, or N/A for each question.

		HOUSEHOLD NAME

						Comments

		HOUSEHOLD SIZE

		CERTIFICATION/TAILGATE SITE

		Application Processing 

		1.       Is application signed and dated?  [7 CFR 253.7(a)(3); FNS Handbook 501, Sections 3120 and 3140]     

		2.       Was the recipient informed of their rights/responsibilities, including reporting requirements? [7 CFR 253.7(a)(5); FNS Handbook 501, Sections 3100 and 3600]

		3.       Was the household’s application properly processed on an expedited basis? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3340, 3509, and 5132]

		4.       If household was certified on an expedited basis, was verification completed prior to the issuance of benefits in any subsequent month? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3340, 3509, and 5132]

		5.       Was the household properly certified in accordance with the procedures for categorically eligible households (i.e., all household members are receiving TANF, SSI (except in “cash-out” States), and/or General Assistance)? [7 CFR 253.6(c); FNS Handbook 501, Sections 4300-4330]

		6.       If the household applied for recertification in the last month of its certification period, was the household provided the opportunity to receive benefits without interruption? [7 CFR 253.7(d); FNS Handbook 501, Section 5300]

		7.       If the household was certified for one month pending verification of income, did the ITO/State agency complete the verification of income prior to issuing benefits in any subsequent month? [7 CFR 253.7(a)(8); FNS Handbook 501, Sections 3320 and 5101]

		8.       Was a written notice of eligibility or notice of denial provided to the household within the required timeframes (i.e., 1 working day for expedited service; 7 working days for non-expedited cases)? [7 CFR 253.7(b)(3); FNS Handbook 501, Sections 5130 and 5211]

		9.       Did the ITO/State agency take prompt action on all reported household changes? [7 CFR 253.7(c); FNS Handbook 501, Sections 5140-5143 and 5150 - 5153]

		Dual Participation Verification

		1.       Was a check for dual participation conducted and documented? [7 CFR 253.7 (e); FNS Handbook 501, Sections 1370 and 5410]

		2.       During verification with the corresponding SNAP agency where any members of the household found to be certified in both FDPIR and SNAP during the same period? [7 CFR 253.7 (e); FNS Handbook 501, Sections 1370 and 5410]

		Eligibility Determination

		1.       Is the household composition correct? [7 CFR 253.6(a); FNS Handbook 501, Sections 3400-3417 and 4220]

		2.       Was residency verified? [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 3512, 4210, and 4212]

		3.       If the household resides in an approved near area or approved service area in Oklahoma, was the tribal membership of at least one household member verified?  [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 4210 and 4212]

		4.       Was all non-excluded gross income verified and documented in the case file? [7 CFR 253.6(e) and 253.7(a)(6); FNS Handbook 501, Sections 3500-3530, 3540, 3550,  4520, 4530, and 4540]

		5.       If the household claimed zero income, was proper documentation obtained (e.g., zero income form used)? [FNS Handbook 501, Section 3533]

		6.       Was the income of disqualified household members properly counted in the eligibility determination? [7 CFR 253.7(d)(2)(ii)(G) and 253.7(f)(2); FNS Handbook 501, Sections 4530 , 4550, and 4730]

		7.       If earned income was reported, were wage statements for a full month obtained? [7 CFR 253.7(b)(1); FNS Handbook 501, Section 3531]

		8.       Was fluctuating income properly calculated? [7 CFR 253.7(b)(1); FNS Handbook 501, Sections 4600, 4611, 4612, and 4622]

		9.       Was gross self-employment income and the costs of producing self-employment income properly determined? [7 CFR 253.7(b)(1)(iii); FNS Handbook 501, Sections 4720-4727]

		10.    Are per capita or other lump-sum payments counted as appropriate (i.e. monthly per capita payments or monthly recurring lump-sum payments counted as unearned income and non-monthly per capita payments or non-monthly lump-sum payments excluded from income)? [7 CFR 253.6(d)(2)(i)(f) and 253.6(d)(3)(viii) and (xii); FNS Handbook 501, Sections 4530, 4549, and 4640]

		11.    Are resources excluded as income (e.g., cash on-hand, money in checking or saving accounts, stocks, bonds, saving certificates)? [FNS Handbook 501, Section 4400]

		12.    Was the correct conversion factor used (i.e., 4.3 weekly and 2.15 bi-weekly)? [FNS Handbook 501, Section 4621]

		13.    Was the 20 percent earned income deduction properly applied?  [7 CFR 253.6(e); FNS Handbook 501, Sections 4551, 4640, and 4727]

		14.    Was unearned income determined properly? [7 CFR 253.6(d)(2)(ii); FNS Handbook 501, Sections 3534, 4530, 4551]

		15.    Was student income properly determined? [7 CFR 253.6(d)(3)(iii) and (vii); FNS Handbook 501, Sections 4530, 4543, 4544, and 4710-4711]

		16.    Was the dependent care income deduction properly applied? [7 CFR 253.6(e)(2); FNS Handbook 501, Sections 3539, 4552, 4630, and 4640]

		17.    Was the child support income deduction properly verified and applied? [7 CFR 253.6(e)(3); FNS Handbook 501, Sections 3539, 4553, 4630, and 4640]

		18.    Was the medical expense income deduction properly verified and applied? [7 CFR 253.6(e)(4); FNS Handbook 501, Sections 3539, 4554, 4630, and 4640]

		19.    Was the shelter/utility standard income deduction verified and properly applied? [7 CFR 253.6(e)(5); FNS Handbook 501, Sections 3539, 4555, 4630, and 4640]

		20.    Was the net income calculated correctly? [7 CFR 253.7(b); FNS Handbook 501, Sections 4640 and 4727]

		21.    Was the eligibility determination correct (i.e., household’s net monthly income compared to the income eligibility standard for the appropriate household size)? [7 CFR 253.7(b)(1)(vi); FNS Handbook 501, Sections 4640 and Exhibit M]

		22.    If eligible, was the household's assigned certification period reasonable (i.e., shorter periods for unstable households; longer periods for stable households)? [7 CFR 253.7(b)(2); FNS Handbook 501, Sections 5110-5112]

		Disqualification

		1.       Does the casefile of a substantiated IPV contain clear and convincing evidence demonstrating that the household member committed one or more acts of IPV? [7 CFR 253.8(a); FNS Handbook 501, Section 5800]

		Household Claims

		1.       Did the ITO/State agency properly establish a claim on any overissuance of more than $125? [7 CFR 253.9(a); FNS Handbook 501, Section 5600 and 5610]

		Fair Hearings

		1.       Was the fair hearing conducted and the household notified of the decision within 60 days of the request for the hearing? [7 CFR 253.7(h); FNS Handbook 501, Section 5500-5591]

		Issuance

		1.       Is the issuance receipt card or sheet signed by the household? [7 CFR 253.10(c)(14); FNS Handbook 501, Sections 8140, 8340, and 8410]

		2.       Are authorized representatives properly documented in the participant file? [7 CFR 253.7(a)(10); FNS Handbook 501, Sections 3434 and 3435]

		Case File Documentation

		1.       Did the case file contain a completed application including appropriate worksheets, documentation of verification, and notices? [FNS Handbook 501, Sections 1510 and 3550]
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HH9

		Management Evaluation		

		FDPIR Certification Case File Review		Complete the worksheet by answering YES, NO, or N/A for each question.

		HOUSEHOLD NAME

						Comments

		HOUSEHOLD SIZE

		CERTIFICATION/TAILGATE SITE

		Application Processing 

		1.       Is application signed and dated?  [7 CFR 253.7(a)(3); FNS Handbook 501, Sections 3120 and 3140]     

		2.       Was the recipient informed of their rights/responsibilities, including reporting requirements? [7 CFR 253.7(a)(5); FNS Handbook 501, Sections 3100 and 3600]

		3.       Was the household’s application properly processed on an expedited basis? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3340, 3509, and 5132]

		4.       If household was certified on an expedited basis, was verification completed prior to the issuance of benefits in any subsequent month? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3340, 3509, and 5132]

		5.       Was the household properly certified in accordance with the procedures for categorically eligible households (i.e., all household members are receiving TANF, SSI (except in “cash-out” States), and/or General Assistance)? [7 CFR 253.6(c); FNS Handbook 501, Sections 4300-4330]

		6.       If the household applied for recertification in the last month of its certification period, was the household provided the opportunity to receive benefits without interruption? [7 CFR 253.7(d); FNS Handbook 501, Section 5300]

		7.       If the household was certified for one month pending verification of income, did the ITO/State agency complete the verification of income prior to issuing benefits in any subsequent month? [7 CFR 253.7(a)(8); FNS Handbook 501, Sections 3320 and 5101]

		8.       Was a written notice of eligibility or notice of denial provided to the household within the required timeframes (i.e., 1 working day for expedited service; 7 working days for non-expedited cases)? [7 CFR 253.7(b)(3); FNS Handbook 501, Sections 5130 and 5211]

		9.       Did the ITO/State agency take prompt action on all reported household changes? [7 CFR 253.7(c); FNS Handbook 501, Sections 5140-5143 and 5150 - 5153]

		Dual Participation Verification

		1.       Was a check for dual participation conducted and documented? [7 CFR 253.7 (e); FNS Handbook 501, Sections 1370 and 5410]

		2.       During verification with the corresponding SNAP agency where any members of the household found to be certified in both FDPIR and SNAP during the same period? [7 CFR 253.7 (e); FNS Handbook 501, Sections 1370 and 5410]

		Eligibility Determination

		1.       Is the household composition correct? [7 CFR 253.6(a); FNS Handbook 501, Sections 3400-3417 and 4220]

		2.       Was residency verified? [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 3512, 4210, and 4212]

		3.       If the household resides in an approved near area or approved service area in Oklahoma, was the tribal membership of at least one household member verified?  [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 4210 and 4212]

		4.       Was all non-excluded gross income verified and documented in the case file? [7 CFR 253.6(e) and 253.7(a)(6); FNS Handbook 501, Sections 3500-3530, 3540, 3550,  4520, 4530, and 4540]

		5.       If the household claimed zero income, was proper documentation obtained (e.g., zero income form used)? [FNS Handbook 501, Section 3533]

		6.       Was the income of disqualified household members properly counted in the eligibility determination? [7 CFR 253.7(d)(2)(ii)(G) and 253.7(f)(2); FNS Handbook 501, Sections 4530 , 4550, and 4730]

		7.       If earned income was reported, were wage statements for a full month obtained? [7 CFR 253.7(b)(1); FNS Handbook 501, Section 3531]

		8.       Was fluctuating income properly calculated? [7 CFR 253.7(b)(1); FNS Handbook 501, Sections 4600, 4611, 4612, and 4622]

		9.       Was gross self-employment income and the costs of producing self-employment income properly determined? [7 CFR 253.7(b)(1)(iii); FNS Handbook 501, Sections 4720-4727]

		10.    Are per capita or other lump-sum payments counted as appropriate (i.e. monthly per capita payments or monthly recurring lump-sum payments counted as unearned income and non-monthly per capita payments or non-monthly lump-sum payments excluded from income)? [7 CFR 253.6(d)(2)(i)(f) and 253.6(d)(3)(viii) and (xii); FNS Handbook 501, Sections 4530, 4549, and 4640]

		11.    Are resources excluded as income (e.g., cash on-hand, money in checking or saving accounts, stocks, bonds, saving certificates)? [FNS Handbook 501, Section 4400]

		12.    Was the correct conversion factor used (i.e., 4.3 weekly and 2.15 bi-weekly)? [FNS Handbook 501, Section 4621]

		13.    Was the 20 percent earned income deduction properly applied?  [7 CFR 253.6(e); FNS Handbook 501, Sections 4551, 4640, and 4727]

		14.    Was unearned income determined properly? [7 CFR 253.6(d)(2)(ii); FNS Handbook 501, Sections 3534, 4530, 4551]

		15.    Was student income properly determined? [7 CFR 253.6(d)(3)(iii) and (vii); FNS Handbook 501, Sections 4530, 4543, 4544, and 4710-4711]

		16.    Was the dependent care income deduction properly applied? [7 CFR 253.6(e)(2); FNS Handbook 501, Sections 3539, 4552, 4630, and 4640]

		17.    Was the child support income deduction properly verified and applied? [7 CFR 253.6(e)(3); FNS Handbook 501, Sections 3539, 4553, 4630, and 4640]

		18.    Was the medical expense income deduction properly verified and applied? [7 CFR 253.6(e)(4); FNS Handbook 501, Sections 3539, 4554, 4630, and 4640]

		19.    Was the shelter/utility standard income deduction verified and properly applied? [7 CFR 253.6(e)(5); FNS Handbook 501, Sections 3539, 4555, 4630, and 4640]

		20.    Was the net income calculated correctly? [7 CFR 253.7(b); FNS Handbook 501, Sections 4640 and 4727]

		21.    Was the eligibility determination correct (i.e., household’s net monthly income compared to the income eligibility standard for the appropriate household size)? [7 CFR 253.7(b)(1)(vi); FNS Handbook 501, Sections 4640 and Exhibit M]

		22.    If eligible, was the household's assigned certification period reasonable (i.e., shorter periods for unstable households; longer periods for stable households)? [7 CFR 253.7(b)(2); FNS Handbook 501, Sections 5110-5112]

		Disqualification

		1.       Does the casefile of a substantiated IPV contain clear and convincing evidence demonstrating that the household member committed one or more acts of IPV? [7 CFR 253.8(a); FNS Handbook 501, Section 5800]

		Household Claims

		1.       Did the ITO/State agency properly establish a claim on any overissuance of more than $125? [7 CFR 253.9(a); FNS Handbook 501, Section 5600 and 5610]

		Fair Hearings

		1.       Was the fair hearing conducted and the household notified of the decision within 60 days of the request for the hearing? [7 CFR 253.7(h); FNS Handbook 501, Section 5500-5591]

		Issuance

		1.       Is the issuance receipt card or sheet signed by the household? [7 CFR 253.10(c)(14); FNS Handbook 501, Sections 8140, 8340, and 8410]

		2.       Are authorized representatives properly documented in the participant file? [7 CFR 253.7(a)(10); FNS Handbook 501, Sections 3434 and 3435]

		Case File Documentation

		1.       Did the case file contain a completed application including appropriate worksheets, documentation of verification, and notices? [FNS Handbook 501, Sections 1510 and 3550]
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		Management Evaluation		

		FDPIR Certification Case File Review		Complete the worksheet by answering YES, NO, or N/A for each question.

		HOUSEHOLD NAME

						Comments

		HOUSEHOLD SIZE

		CERTIFICATION/TAILGATE SITE

		Application Processing 

		1.       Is application signed and dated?  [7 CFR 253.7(a)(3); FNS Handbook 501, Sections 3120 and 3140]     

		2.       Was the recipient informed of their rights/responsibilities, including reporting requirements? [7 CFR 253.7(a)(5); FNS Handbook 501, Sections 3100 and 3600]

		3.       Was the household’s application properly processed on an expedited basis? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3340, 3509, and 5132]

		4.       If household was certified on an expedited basis, was verification completed prior to the issuance of benefits in any subsequent month? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3340, 3509, and 5132]

		5.       Was the household properly certified in accordance with the procedures for categorically eligible households (i.e., all household members are receiving TANF, SSI (except in “cash-out” States), and/or General Assistance)? [7 CFR 253.6(c); FNS Handbook 501, Sections 4300-4330]

		6.       If the household applied for recertification in the last month of its certification period, was the household provided the opportunity to receive benefits without interruption? [7 CFR 253.7(d); FNS Handbook 501, Section 5300]

		7.       If the household was certified for one month pending verification of income, did the ITO/State agency complete the verification of income prior to issuing benefits in any subsequent month? [7 CFR 253.7(a)(8); FNS Handbook 501, Sections 3320 and 5101]

		8.       Was a written notice of eligibility or notice of denial provided to the household within the required timeframes (i.e., 1 working day for expedited service; 7 working days for non-expedited cases)? [7 CFR 253.7(b)(3); FNS Handbook 501, Sections 5130 and 5211]

		9.       Did the ITO/State agency take prompt action on all reported household changes? [7 CFR 253.7(c); FNS Handbook 501, Sections 5140-5143 and 5150 - 5153]

		Dual Participation Verification

		1.       Was a check for dual participation conducted and documented? [7 CFR 253.7 (e); FNS Handbook 501, Sections 1370 and 5410]

		2.       During verification with the corresponding SNAP agency where any members of the household found to be certified in both FDPIR and SNAP during the same period? [7 CFR 253.7 (e); FNS Handbook 501, Sections 1370 and 5410]

		Eligibility Determination

		1.       Is the household composition correct? [7 CFR 253.6(a); FNS Handbook 501, Sections 3400-3417 and 4220]

		2.       Was residency verified? [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 3512, 4210, and 4212]

		3.       If the household resides in an approved near area or approved service area in Oklahoma, was the tribal membership of at least one household member verified?  [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 4210 and 4212]

		4.       Was all non-excluded gross income verified and documented in the case file? [7 CFR 253.6(e) and 253.7(a)(6); FNS Handbook 501, Sections 3500-3530, 3540, 3550,  4520, 4530, and 4540]

		5.       If the household claimed zero income, was proper documentation obtained (e.g., zero income form used)? [FNS Handbook 501, Section 3533]

		6.       Was the income of disqualified household members properly counted in the eligibility determination? [7 CFR 253.7(d)(2)(ii)(G) and 253.7(f)(2); FNS Handbook 501, Sections 4530 , 4550, and 4730]

		7.       If earned income was reported, were wage statements for a full month obtained? [7 CFR 253.7(b)(1); FNS Handbook 501, Section 3531]

		8.       Was fluctuating income properly calculated? [7 CFR 253.7(b)(1); FNS Handbook 501, Sections 4600, 4611, 4612, and 4622]

		9.       Was gross self-employment income and the costs of producing self-employment income properly determined? [7 CFR 253.7(b)(1)(iii); FNS Handbook 501, Sections 4720-4727]

		10.    Are per capita or other lump-sum payments counted as appropriate (i.e. monthly per capita payments or monthly recurring lump-sum payments counted as unearned income and non-monthly per capita payments or non-monthly lump-sum payments excluded from income)? [7 CFR 253.6(d)(2)(i)(f) and 253.6(d)(3)(viii) and (xii); FNS Handbook 501, Sections 4530, 4549, and 4640]

		11.    Are resources excluded as income (e.g., cash on-hand, money in checking or saving accounts, stocks, bonds, saving certificates)? [FNS Handbook 501, Section 4400]

		12.    Was the correct conversion factor used (i.e., 4.3 weekly and 2.15 bi-weekly)? [FNS Handbook 501, Section 4621]

		13.    Was the 20 percent earned income deduction properly applied?  [7 CFR 253.6(e); FNS Handbook 501, Sections 4551, 4640, and 4727]

		14.    Was unearned income determined properly? [7 CFR 253.6(d)(2)(ii); FNS Handbook 501, Sections 3534, 4530, 4551]

		15.    Was student income properly determined? [7 CFR 253.6(d)(3)(iii) and (vii); FNS Handbook 501, Sections 4530, 4543, 4544, and 4710-4711]

		16.    Was the dependent care income deduction properly applied? [7 CFR 253.6(e)(2); FNS Handbook 501, Sections 3539, 4552, 4630, and 4640]

		17.    Was the child support income deduction properly verified and applied? [7 CFR 253.6(e)(3); FNS Handbook 501, Sections 3539, 4553, 4630, and 4640]

		18.    Was the medical expense income deduction properly verified and applied? [7 CFR 253.6(e)(4); FNS Handbook 501, Sections 3539, 4554, 4630, and 4640]

		19.    Was the shelter/utility standard income deduction verified and properly applied? [7 CFR 253.6(e)(5); FNS Handbook 501, Sections 3539, 4555, 4630, and 4640]

		20.    Was the net income calculated correctly? [7 CFR 253.7(b); FNS Handbook 501, Sections 4640 and 4727]

		21.    Was the eligibility determination correct (i.e., household’s net monthly income compared to the income eligibility standard for the appropriate household size)? [7 CFR 253.7(b)(1)(vi); FNS Handbook 501, Sections 4640 and Exhibit M]

		22.    If eligible, was the household's assigned certification period reasonable (i.e., shorter periods for unstable households; longer periods for stable households)? [7 CFR 253.7(b)(2); FNS Handbook 501, Sections 5110-5112]

		Disqualification

		1.       Does the casefile of a substantiated IPV contain clear and convincing evidence demonstrating that the household member committed one or more acts of IPV? [7 CFR 253.8(a); FNS Handbook 501, Section 5800]

		Household Claims

		1.       Did the ITO/State agency properly establish a claim on any overissuance of more than $125? [7 CFR 253.9(a); FNS Handbook 501, Section 5600 and 5610]

		Fair Hearings

		1.       Was the fair hearing conducted and the household notified of the decision within 60 days of the request for the hearing? [7 CFR 253.7(h); FNS Handbook 501, Section 5500-5591]

		Issuance

		1.       Is the issuance receipt card or sheet signed by the household? [7 CFR 253.10(c)(14); FNS Handbook 501, Sections 8140, 8340, and 8410]

		2.       Are authorized representatives properly documented in the participant file? [7 CFR 253.7(a)(10); FNS Handbook 501, Sections 3434 and 3435]

		Case File Documentation

		1.       Did the case file contain a completed application including appropriate worksheets, documentation of verification, and notices? [FNS Handbook 501, Sections 1510 and 3550]
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HH11

		Management Evaluation		

		FDPIR Certification Case File Review		Complete the worksheet by answering YES, NO, or N/A for each question.

		HOUSEHOLD NAME

						Comments

		HOUSEHOLD SIZE

		CERTIFICATION/TAILGATE SITE

		Application Processing 

		1.       Is application signed and dated?  [7 CFR 253.7(a)(3); FNS Handbook 501, Sections 3120 and 3140]     

		2.       Was the recipient informed of their rights/responsibilities, including reporting requirements? [7 CFR 253.7(a)(5); FNS Handbook 501, Sections 3100 and 3600]

		3.       Was the household’s application properly processed on an expedited basis? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3340, 3509, and 5132]

		4.       If household was certified on an expedited basis, was verification completed prior to the issuance of benefits in any subsequent month? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3340, 3509, and 5132]

		5.       Was the household properly certified in accordance with the procedures for categorically eligible households (i.e., all household members are receiving TANF, SSI (except in “cash-out” States), and/or General Assistance)? [7 CFR 253.6(c); FNS Handbook 501, Sections 4300-4330]

		6.       If the household applied for recertification in the last month of its certification period, was the household provided the opportunity to receive benefits without interruption? [7 CFR 253.7(d); FNS Handbook 501, Section 5300]

		7.       If the household was certified for one month pending verification of income, did the ITO/State agency complete the verification of income prior to issuing benefits in any subsequent month? [7 CFR 253.7(a)(8); FNS Handbook 501, Sections 3320 and 5101]

		8.       Was a written notice of eligibility or notice of denial provided to the household within the required timeframes (i.e., 1 working day for expedited service; 7 working days for non-expedited cases)? [7 CFR 253.7(b)(3); FNS Handbook 501, Sections 5130 and 5211]

		9.       Did the ITO/State agency take prompt action on all reported household changes? [7 CFR 253.7(c); FNS Handbook 501, Sections 5140-5143 and 5150 - 5153]

		Dual Participation Verification

		1.       Was a check for dual participation conducted and documented? [7 CFR 253.7 (e); FNS Handbook 501, Sections 1370 and 5410]

		2.       During verification with the corresponding SNAP agency where any members of the household found to be certified in both FDPIR and SNAP during the same period? [7 CFR 253.7 (e); FNS Handbook 501, Sections 1370 and 5410]

		Eligibility Determination

		1.       Is the household composition correct? [7 CFR 253.6(a); FNS Handbook 501, Sections 3400-3417 and 4220]

		2.       Was residency verified? [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 3512, 4210, and 4212]

		3.       If the household resides in an approved near area or approved service area in Oklahoma, was the tribal membership of at least one household member verified?  [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 4210 and 4212]

		4.       Was all non-excluded gross income verified and documented in the case file? [7 CFR 253.6(e) and 253.7(a)(6); FNS Handbook 501, Sections 3500-3530, 3540, 3550,  4520, 4530, and 4540]

		5.       If the household claimed zero income, was proper documentation obtained (e.g., zero income form used)? [FNS Handbook 501, Section 3533]

		6.       Was the income of disqualified household members properly counted in the eligibility determination? [7 CFR 253.7(d)(2)(ii)(G) and 253.7(f)(2); FNS Handbook 501, Sections 4530 , 4550, and 4730]

		7.       If earned income was reported, were wage statements for a full month obtained? [7 CFR 253.7(b)(1); FNS Handbook 501, Section 3531]

		8.       Was fluctuating income properly calculated? [7 CFR 253.7(b)(1); FNS Handbook 501, Sections 4600, 4611, 4612, and 4622]

		9.       Was gross self-employment income and the costs of producing self-employment income properly determined? [7 CFR 253.7(b)(1)(iii); FNS Handbook 501, Sections 4720-4727]

		10.    Are per capita or other lump-sum payments counted as appropriate (i.e. monthly per capita payments or monthly recurring lump-sum payments counted as unearned income and non-monthly per capita payments or non-monthly lump-sum payments excluded from income)? [7 CFR 253.6(d)(2)(i)(f) and 253.6(d)(3)(viii) and (xii); FNS Handbook 501, Sections 4530, 4549, and 4640]

		11.    Are resources excluded as income (e.g., cash on-hand, money in checking or saving accounts, stocks, bonds, saving certificates)? [FNS Handbook 501, Section 4400]

		12.    Was the correct conversion factor used (i.e., 4.3 weekly and 2.15 bi-weekly)? [FNS Handbook 501, Section 4621]

		13.    Was the 20 percent earned income deduction properly applied?  [7 CFR 253.6(e); FNS Handbook 501, Sections 4551, 4640, and 4727]

		14.    Was unearned income determined properly? [7 CFR 253.6(d)(2)(ii); FNS Handbook 501, Sections 3534, 4530, 4551]

		15.    Was student income properly determined? [7 CFR 253.6(d)(3)(iii) and (vii); FNS Handbook 501, Sections 4530, 4543, 4544, and 4710-4711]

		16.    Was the dependent care income deduction properly applied? [7 CFR 253.6(e)(2); FNS Handbook 501, Sections 3539, 4552, 4630, and 4640]

		17.    Was the child support income deduction properly verified and applied? [7 CFR 253.6(e)(3); FNS Handbook 501, Sections 3539, 4553, 4630, and 4640]

		18.    Was the medical expense income deduction properly verified and applied? [7 CFR 253.6(e)(4); FNS Handbook 501, Sections 3539, 4554, 4630, and 4640]

		19.    Was the shelter/utility standard income deduction verified and properly applied? [7 CFR 253.6(e)(5); FNS Handbook 501, Sections 3539, 4555, 4630, and 4640]

		20.    Was the net income calculated correctly? [7 CFR 253.7(b); FNS Handbook 501, Sections 4640 and 4727]

		21.    Was the eligibility determination correct (i.e., household’s net monthly income compared to the income eligibility standard for the appropriate household size)? [7 CFR 253.7(b)(1)(vi); FNS Handbook 501, Sections 4640 and Exhibit M]

		22.    If eligible, was the household's assigned certification period reasonable (i.e., shorter periods for unstable households; longer periods for stable households)? [7 CFR 253.7(b)(2); FNS Handbook 501, Sections 5110-5112]

		Disqualification

		1.       Does the casefile of a substantiated IPV contain clear and convincing evidence demonstrating that the household member committed one or more acts of IPV? [7 CFR 253.8(a); FNS Handbook 501, Section 5800]

		Household Claims

		1.       Did the ITO/State agency properly establish a claim on any overissuance of more than $125? [7 CFR 253.9(a); FNS Handbook 501, Section 5600 and 5610]

		Fair Hearings

		1.       Was the fair hearing conducted and the household notified of the decision within 60 days of the request for the hearing? [7 CFR 253.7(h); FNS Handbook 501, Section 5500-5591]

		Issuance

		1.       Is the issuance receipt card or sheet signed by the household? [7 CFR 253.10(c)(14); FNS Handbook 501, Sections 8140, 8340, and 8410]

		2.       Are authorized representatives properly documented in the participant file? [7 CFR 253.7(a)(10); FNS Handbook 501, Sections 3434 and 3435]

		Case File Documentation

		1.       Did the case file contain a completed application including appropriate worksheets, documentation of verification, and notices? [FNS Handbook 501, Sections 1510 and 3550]
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HH12

		Management Evaluation		

		FDPIR Certification Case File Review		Complete the worksheet by answering YES, NO, or N/A for each question.

		HOUSEHOLD NAME

						Comments

		HOUSEHOLD SIZE

		CERTIFICATION/TAILGATE SITE

		Application Processing 

		1.       Is application signed and dated?  [7 CFR 253.7(a)(3); FNS Handbook 501, Sections 3120 and 3140]     

		2.       Was the recipient informed of their rights/responsibilities, including reporting requirements? [7 CFR 253.7(a)(5); FNS Handbook 501, Sections 3100 and 3600]

		3.       Was the household’s application properly processed on an expedited basis? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3340, 3509, and 5132]

		4.       If household was certified on an expedited basis, was verification completed prior to the issuance of benefits in any subsequent month? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3340, 3509, and 5132]

		5.       Was the household properly certified in accordance with the procedures for categorically eligible households (i.e., all household members are receiving TANF, SSI (except in “cash-out” States), and/or General Assistance)? [7 CFR 253.6(c); FNS Handbook 501, Sections 4300-4330]

		6.       If the household applied for recertification in the last month of its certification period, was the household provided the opportunity to receive benefits without interruption? [7 CFR 253.7(d); FNS Handbook 501, Section 5300]

		7.       If the household was certified for one month pending verification of income, did the ITO/State agency complete the verification of income prior to issuing benefits in any subsequent month? [7 CFR 253.7(a)(8); FNS Handbook 501, Sections 3320 and 5101]

		8.       Was a written notice of eligibility or notice of denial provided to the household within the required timeframes (i.e., 1 working day for expedited service; 7 working days for non-expedited cases)? [7 CFR 253.7(b)(3); FNS Handbook 501, Sections 5130 and 5211]

		9.       Did the ITO/State agency take prompt action on all reported household changes? [7 CFR 253.7(c); FNS Handbook 501, Sections 5140-5143 and 5150 - 5153]

		Dual Participation Verification

		1.       Was a check for dual participation conducted and documented? [7 CFR 253.7 (e); FNS Handbook 501, Sections 1370 and 5410]

		2.       During verification with the corresponding SNAP agency where any members of the household found to be certified in both FDPIR and SNAP during the same period? [7 CFR 253.7 (e); FNS Handbook 501, Sections 1370 and 5410]

		Eligibility Determination

		1.       Is the household composition correct? [7 CFR 253.6(a); FNS Handbook 501, Sections 3400-3417 and 4220]

		2.       Was residency verified? [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 3512, 4210, and 4212]

		3.       If the household resides in an approved near area or approved service area in Oklahoma, was the tribal membership of at least one household member verified?  [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 4210 and 4212]

		4.       Was all non-excluded gross income verified and documented in the case file? [7 CFR 253.6(e) and 253.7(a)(6); FNS Handbook 501, Sections 3500-3530, 3540, 3550,  4520, 4530, and 4540]

		5.       If the household claimed zero income, was proper documentation obtained (e.g., zero income form used)? [FNS Handbook 501, Section 3533]

		6.       Was the income of disqualified household members properly counted in the eligibility determination? [7 CFR 253.7(d)(2)(ii)(G) and 253.7(f)(2); FNS Handbook 501, Sections 4530 , 4550, and 4730]

		7.       If earned income was reported, were wage statements for a full month obtained? [7 CFR 253.7(b)(1); FNS Handbook 501, Section 3531]

		8.       Was fluctuating income properly calculated? [7 CFR 253.7(b)(1); FNS Handbook 501, Sections 4600, 4611, 4612, and 4622]

		9.       Was gross self-employment income and the costs of producing self-employment income properly determined? [7 CFR 253.7(b)(1)(iii); FNS Handbook 501, Sections 4720-4727]

		10.    Are per capita or other lump-sum payments counted as appropriate (i.e. monthly per capita payments or monthly recurring lump-sum payments counted as unearned income and non-monthly per capita payments or non-monthly lump-sum payments excluded from income)? [7 CFR 253.6(d)(2)(i)(f) and 253.6(d)(3)(viii) and (xii); FNS Handbook 501, Sections 4530, 4549, and 4640]

		11.    Are resources excluded as income (e.g., cash on-hand, money in checking or saving accounts, stocks, bonds, saving certificates)? [FNS Handbook 501, Section 4400]

		12.    Was the correct conversion factor used (i.e., 4.3 weekly and 2.15 bi-weekly)? [FNS Handbook 501, Section 4621]

		13.    Was the 20 percent earned income deduction properly applied?  [7 CFR 253.6(e); FNS Handbook 501, Sections 4551, 4640, and 4727]

		14.    Was unearned income determined properly? [7 CFR 253.6(d)(2)(ii); FNS Handbook 501, Sections 3534, 4530, 4551]

		15.    Was student income properly determined? [7 CFR 253.6(d)(3)(iii) and (vii); FNS Handbook 501, Sections 4530, 4543, 4544, and 4710-4711]

		16.    Was the dependent care income deduction properly applied? [7 CFR 253.6(e)(2); FNS Handbook 501, Sections 3539, 4552, 4630, and 4640]

		17.    Was the child support income deduction properly verified and applied? [7 CFR 253.6(e)(3); FNS Handbook 501, Sections 3539, 4553, 4630, and 4640]

		18.    Was the medical expense income deduction properly verified and applied? [7 CFR 253.6(e)(4); FNS Handbook 501, Sections 3539, 4554, 4630, and 4640]

		19.    Was the shelter/utility standard income deduction verified and properly applied? [7 CFR 253.6(e)(5); FNS Handbook 501, Sections 3539, 4555, 4630, and 4640]

		20.    Was the net income calculated correctly? [7 CFR 253.7(b); FNS Handbook 501, Sections 4640 and 4727]

		21.    Was the eligibility determination correct (i.e., household’s net monthly income compared to the income eligibility standard for the appropriate household size)? [7 CFR 253.7(b)(1)(vi); FNS Handbook 501, Sections 4640 and Exhibit M]

		22.    If eligible, was the household's assigned certification period reasonable (i.e., shorter periods for unstable households; longer periods for stable households)? [7 CFR 253.7(b)(2); FNS Handbook 501, Sections 5110-5112]

		Disqualification

		1.       Does the casefile of a substantiated IPV contain clear and convincing evidence demonstrating that the household member committed one or more acts of IPV? [7 CFR 253.8(a); FNS Handbook 501, Section 5800]

		Household Claims

		1.       Did the ITO/State agency properly establish a claim on any overissuance of more than $125? [7 CFR 253.9(a); FNS Handbook 501, Section 5600 and 5610]

		Fair Hearings

		1.       Was the fair hearing conducted and the household notified of the decision within 60 days of the request for the hearing? [7 CFR 253.7(h); FNS Handbook 501, Section 5500-5591]

		Issuance

		1.       Is the issuance receipt card or sheet signed by the household? [7 CFR 253.10(c)(14); FNS Handbook 501, Sections 8140, 8340, and 8410]

		2.       Are authorized representatives properly documented in the participant file? [7 CFR 253.7(a)(10); FNS Handbook 501, Sections 3434 and 3435]

		Case File Documentation

		1.       Did the case file contain a completed application including appropriate worksheets, documentation of verification, and notices? [FNS Handbook 501, Sections 1510 and 3550]
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HH13

		Management Evaluation		

		FDPIR Certification Case File Review		Complete the worksheet by answering YES, NO, or N/A for each question.

		HOUSEHOLD NAME

						Comments

		HOUSEHOLD SIZE

		CERTIFICATION/TAILGATE SITE

		Application Processing 

		1.       Is application signed and dated?  [7 CFR 253.7(a)(3); FNS Handbook 501, Sections 3120 and 3140]     

		2.       Was the recipient informed of their rights/responsibilities, including reporting requirements? [7 CFR 253.7(a)(5); FNS Handbook 501, Sections 3100 and 3600]

		3.       Was the household’s application properly processed on an expedited basis? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3340, 3509, and 5132]

		4.       If household was certified on an expedited basis, was verification completed prior to the issuance of benefits in any subsequent month? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3340, 3509, and 5132]

		5.       Was the household properly certified in accordance with the procedures for categorically eligible households (i.e., all household members are receiving TANF, SSI (except in “cash-out” States), and/or General Assistance)? [7 CFR 253.6(c); FNS Handbook 501, Sections 4300-4330]

		6.       If the household applied for recertification in the last month of its certification period, was the household provided the opportunity to receive benefits without interruption? [7 CFR 253.7(d); FNS Handbook 501, Section 5300]

		7.       If the household was certified for one month pending verification of income, did the ITO/State agency complete the verification of income prior to issuing benefits in any subsequent month? [7 CFR 253.7(a)(8); FNS Handbook 501, Sections 3320 and 5101]

		8.       Was a written notice of eligibility or notice of denial provided to the household within the required timeframes (i.e., 1 working day for expedited service; 7 working days for non-expedited cases)? [7 CFR 253.7(b)(3); FNS Handbook 501, Sections 5130 and 5211]

		9.       Did the ITO/State agency take prompt action on all reported household changes? [7 CFR 253.7(c); FNS Handbook 501, Sections 5140-5143 and 5150 - 5153]

		Dual Participation Verification

		1.       Was a check for dual participation conducted and documented? [7 CFR 253.7 (e); FNS Handbook 501, Sections 1370 and 5410]

		2.       During verification with the corresponding SNAP agency where any members of the household found to be certified in both FDPIR and SNAP during the same period? [7 CFR 253.7 (e); FNS Handbook 501, Sections 1370 and 5410]

		Eligibility Determination

		1.       Is the household composition correct? [7 CFR 253.6(a); FNS Handbook 501, Sections 3400-3417 and 4220]

		2.       Was residency verified? [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 3512, 4210, and 4212]

		3.       If the household resides in an approved near area or approved service area in Oklahoma, was the tribal membership of at least one household member verified?  [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 4210 and 4212]

		4.       Was all non-excluded gross income verified and documented in the case file? [7 CFR 253.6(e) and 253.7(a)(6); FNS Handbook 501, Sections 3500-3530, 3540, 3550,  4520, 4530, and 4540]

		5.       If the household claimed zero income, was proper documentation obtained (e.g., zero income form used)? [FNS Handbook 501, Section 3533]

		6.       Was the income of disqualified household members properly counted in the eligibility determination? [7 CFR 253.7(d)(2)(ii)(G) and 253.7(f)(2); FNS Handbook 501, Sections 4530 , 4550, and 4730]

		7.       If earned income was reported, were wage statements for a full month obtained? [7 CFR 253.7(b)(1); FNS Handbook 501, Section 3531]

		8.       Was fluctuating income properly calculated? [7 CFR 253.7(b)(1); FNS Handbook 501, Sections 4600, 4611, 4612, and 4622]

		9.       Was gross self-employment income and the costs of producing self-employment income properly determined? [7 CFR 253.7(b)(1)(iii); FNS Handbook 501, Sections 4720-4727]

		10.    Are per capita or other lump-sum payments counted as appropriate (i.e. monthly per capita payments or monthly recurring lump-sum payments counted as unearned income and non-monthly per capita payments or non-monthly lump-sum payments excluded from income)? [7 CFR 253.6(d)(2)(i)(f) and 253.6(d)(3)(viii) and (xii); FNS Handbook 501, Sections 4530, 4549, and 4640]

		11.    Are resources excluded as income (e.g., cash on-hand, money in checking or saving accounts, stocks, bonds, saving certificates)? [FNS Handbook 501, Section 4400]

		12.    Was the correct conversion factor used (i.e., 4.3 weekly and 2.15 bi-weekly)? [FNS Handbook 501, Section 4621]

		13.    Was the 20 percent earned income deduction properly applied?  [7 CFR 253.6(e); FNS Handbook 501, Sections 4551, 4640, and 4727]

		14.    Was unearned income determined properly? [7 CFR 253.6(d)(2)(ii); FNS Handbook 501, Sections 3534, 4530, 4551]

		15.    Was student income properly determined? [7 CFR 253.6(d)(3)(iii) and (vii); FNS Handbook 501, Sections 4530, 4543, 4544, and 4710-4711]

		16.    Was the dependent care income deduction properly applied? [7 CFR 253.6(e)(2); FNS Handbook 501, Sections 3539, 4552, 4630, and 4640]

		17.    Was the child support income deduction properly verified and applied? [7 CFR 253.6(e)(3); FNS Handbook 501, Sections 3539, 4553, 4630, and 4640]

		18.    Was the medical expense income deduction properly verified and applied? [7 CFR 253.6(e)(4); FNS Handbook 501, Sections 3539, 4554, 4630, and 4640]

		19.    Was the shelter/utility standard income deduction verified and properly applied? [7 CFR 253.6(e)(5); FNS Handbook 501, Sections 3539, 4555, 4630, and 4640]

		20.    Was the net income calculated correctly? [7 CFR 253.7(b); FNS Handbook 501, Sections 4640 and 4727]

		21.    Was the eligibility determination correct (i.e., household’s net monthly income compared to the income eligibility standard for the appropriate household size)? [7 CFR 253.7(b)(1)(vi); FNS Handbook 501, Sections 4640 and Exhibit M]

		22.    If eligible, was the household's assigned certification period reasonable (i.e., shorter periods for unstable households; longer periods for stable households)? [7 CFR 253.7(b)(2); FNS Handbook 501, Sections 5110-5112]

		Disqualification

		1.       Does the casefile of a substantiated IPV contain clear and convincing evidence demonstrating that the household member committed one or more acts of IPV? [7 CFR 253.8(a); FNS Handbook 501, Section 5800]

		Household Claims

		1.       Did the ITO/State agency properly establish a claim on any overissuance of more than $125? [7 CFR 253.9(a); FNS Handbook 501, Section 5600 and 5610]

		Fair Hearings

		1.       Was the fair hearing conducted and the household notified of the decision within 60 days of the request for the hearing? [7 CFR 253.7(h); FNS Handbook 501, Section 5500-5591]

		Issuance

		1.       Is the issuance receipt card or sheet signed by the household? [7 CFR 253.10(c)(14); FNS Handbook 501, Sections 8140, 8340, and 8410]

		2.       Are authorized representatives properly documented in the participant file? [7 CFR 253.7(a)(10); FNS Handbook 501, Sections 3434 and 3435]

		Case File Documentation

		1.       Did the case file contain a completed application including appropriate worksheets, documentation of verification, and notices? [FNS Handbook 501, Sections 1510 and 3550]
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HH14

		Management Evaluation		

		FDPIR Certification Case File Review		Complete the worksheet by answering YES, NO, or N/A for each question.

		HOUSEHOLD NAME

						Comments

		HOUSEHOLD SIZE

		CERTIFICATION/TAILGATE SITE

		Application Processing 

		1.       Is application signed and dated?  [7 CFR 253.7(a)(3); FNS Handbook 501, Sections 3120 and 3140]     

		2.       Was the recipient informed of their rights/responsibilities, including reporting requirements? [7 CFR 253.7(a)(5); FNS Handbook 501, Sections 3100 and 3600]

		3.       Was the household’s application properly processed on an expedited basis? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3340, 3509, and 5132]

		4.       If household was certified on an expedited basis, was verification completed prior to the issuance of benefits in any subsequent month? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3340, 3509, and 5132]

		5.       Was the household properly certified in accordance with the procedures for categorically eligible households (i.e., all household members are receiving TANF, SSI (except in “cash-out” States), and/or General Assistance)? [7 CFR 253.6(c); FNS Handbook 501, Sections 4300-4330]

		6.       If the household applied for recertification in the last month of its certification period, was the household provided the opportunity to receive benefits without interruption? [7 CFR 253.7(d); FNS Handbook 501, Section 5300]

		7.       If the household was certified for one month pending verification of income, did the ITO/State agency complete the verification of income prior to issuing benefits in any subsequent month? [7 CFR 253.7(a)(8); FNS Handbook 501, Sections 3320 and 5101]

		8.       Was a written notice of eligibility or notice of denial provided to the household within the required timeframes (i.e., 1 working day for expedited service; 7 working days for non-expedited cases)? [7 CFR 253.7(b)(3); FNS Handbook 501, Sections 5130 and 5211]

		9.       Did the ITO/State agency take prompt action on all reported household changes? [7 CFR 253.7(c); FNS Handbook 501, Sections 5140-5143 and 5150 - 5153]

		Dual Participation Verification

		1.       Was a check for dual participation conducted and documented? [7 CFR 253.7 (e); FNS Handbook 501, Sections 1370 and 5410]

		2.       During verification with the corresponding SNAP agency where any members of the household found to be certified in both FDPIR and SNAP during the same period? [7 CFR 253.7 (e); FNS Handbook 501, Sections 1370 and 5410]

		Eligibility Determination

		1.       Is the household composition correct? [7 CFR 253.6(a); FNS Handbook 501, Sections 3400-3417 and 4220]

		2.       Was residency verified? [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 3512, 4210, and 4212]

		3.       If the household resides in an approved near area or approved service area in Oklahoma, was the tribal membership of at least one household member verified?  [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 4210 and 4212]

		4.       Was all non-excluded gross income verified and documented in the case file? [7 CFR 253.6(e) and 253.7(a)(6); FNS Handbook 501, Sections 3500-3530, 3540, 3550,  4520, 4530, and 4540]

		5.       If the household claimed zero income, was proper documentation obtained (e.g., zero income form used)? [FNS Handbook 501, Section 3533]

		6.       Was the income of disqualified household members properly counted in the eligibility determination? [7 CFR 253.7(d)(2)(ii)(G) and 253.7(f)(2); FNS Handbook 501, Sections 4530 , 4550, and 4730]

		7.       If earned income was reported, were wage statements for a full month obtained? [7 CFR 253.7(b)(1); FNS Handbook 501, Section 3531]

		8.       Was fluctuating income properly calculated? [7 CFR 253.7(b)(1); FNS Handbook 501, Sections 4600, 4611, 4612, and 4622]

		9.       Was gross self-employment income and the costs of producing self-employment income properly determined? [7 CFR 253.7(b)(1)(iii); FNS Handbook 501, Sections 4720-4727]

		10.    Are per capita or other lump-sum payments counted as appropriate (i.e. monthly per capita payments or monthly recurring lump-sum payments counted as unearned income and non-monthly per capita payments or non-monthly lump-sum payments excluded from income)? [7 CFR 253.6(d)(2)(i)(f) and 253.6(d)(3)(viii) and (xii); FNS Handbook 501, Sections 4530, 4549, and 4640]

		11.    Are resources excluded as income (e.g., cash on-hand, money in checking or saving accounts, stocks, bonds, saving certificates)? [FNS Handbook 501, Section 4400]

		12.    Was the correct conversion factor used (i.e., 4.3 weekly and 2.15 bi-weekly)? [FNS Handbook 501, Section 4621]

		13.    Was the 20 percent earned income deduction properly applied?  [7 CFR 253.6(e); FNS Handbook 501, Sections 4551, 4640, and 4727]

		14.    Was unearned income determined properly? [7 CFR 253.6(d)(2)(ii); FNS Handbook 501, Sections 3534, 4530, 4551]

		15.    Was student income properly determined? [7 CFR 253.6(d)(3)(iii) and (vii); FNS Handbook 501, Sections 4530, 4543, 4544, and 4710-4711]

		16.    Was the dependent care income deduction properly applied? [7 CFR 253.6(e)(2); FNS Handbook 501, Sections 3539, 4552, 4630, and 4640]

		17.    Was the child support income deduction properly verified and applied? [7 CFR 253.6(e)(3); FNS Handbook 501, Sections 3539, 4553, 4630, and 4640]

		18.    Was the medical expense income deduction properly verified and applied? [7 CFR 253.6(e)(4); FNS Handbook 501, Sections 3539, 4554, 4630, and 4640]

		19.    Was the shelter/utility standard income deduction verified and properly applied? [7 CFR 253.6(e)(5); FNS Handbook 501, Sections 3539, 4555, 4630, and 4640]

		20.    Was the net income calculated correctly? [7 CFR 253.7(b); FNS Handbook 501, Sections 4640 and 4727]

		21.    Was the eligibility determination correct (i.e., household’s net monthly income compared to the income eligibility standard for the appropriate household size)? [7 CFR 253.7(b)(1)(vi); FNS Handbook 501, Sections 4640 and Exhibit M]

		22.    If eligible, was the household's assigned certification period reasonable (i.e., shorter periods for unstable households; longer periods for stable households)? [7 CFR 253.7(b)(2); FNS Handbook 501, Sections 5110-5112]

		Disqualification

		1.       Does the casefile of a substantiated IPV contain clear and convincing evidence demonstrating that the household member committed one or more acts of IPV? [7 CFR 253.8(a); FNS Handbook 501, Section 5800]

		Household Claims

		1.       Did the ITO/State agency properly establish a claim on any overissuance of more than $125? [7 CFR 253.9(a); FNS Handbook 501, Section 5600 and 5610]

		Fair Hearings

		1.       Was the fair hearing conducted and the household notified of the decision within 60 days of the request for the hearing? [7 CFR 253.7(h); FNS Handbook 501, Section 5500-5591]

		Issuance

		1.       Is the issuance receipt card or sheet signed by the household? [7 CFR 253.10(c)(14); FNS Handbook 501, Sections 8140, 8340, and 8410]

		2.       Are authorized representatives properly documented in the participant file? [7 CFR 253.7(a)(10); FNS Handbook 501, Sections 3434 and 3435]

		Case File Documentation

		1.       Did the case file contain a completed application including appropriate worksheets, documentation of verification, and notices? [FNS Handbook 501, Sections 1510 and 3550]
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HH15

		Management Evaluation		

		FDPIR Certification Case File Review		Complete the worksheet by answering YES, NO, or N/A for each question.

		HOUSEHOLD NAME

						Comments

		HOUSEHOLD SIZE

		CERTIFICATION/TAILGATE SITE

		Application Processing 

		1.       Is application signed and dated?  [7 CFR 253.7(a)(3); FNS Handbook 501, Sections 3120 and 3140]     

		2.       Was the recipient informed of their rights/responsibilities, including reporting requirements? [7 CFR 253.7(a)(5); FNS Handbook 501, Sections 3100 and 3600]

		3.       Was the household’s application properly processed on an expedited basis? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3340, 3509, and 5132]

		4.       If household was certified on an expedited basis, was verification completed prior to the issuance of benefits in any subsequent month? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3340, 3509, and 5132]

		5.       Was the household properly certified in accordance with the procedures for categorically eligible households (i.e., all household members are receiving TANF, SSI (except in “cash-out” States), and/or General Assistance)? [7 CFR 253.6(c); FNS Handbook 501, Sections 4300-4330]

		6.       If the household applied for recertification in the last month of its certification period, was the household provided the opportunity to receive benefits without interruption? [7 CFR 253.7(d); FNS Handbook 501, Section 5300]

		7.       If the household was certified for one month pending verification of income, did the ITO/State agency complete the verification of income prior to issuing benefits in any subsequent month? [7 CFR 253.7(a)(8); FNS Handbook 501, Sections 3320 and 5101]

		8.       Was a written notice of eligibility or notice of denial provided to the household within the required timeframes (i.e., 1 working day for expedited service; 7 working days for non-expedited cases)? [7 CFR 253.7(b)(3); FNS Handbook 501, Sections 5130 and 5211]

		9.       Did the ITO/State agency take prompt action on all reported household changes? [7 CFR 253.7(c); FNS Handbook 501, Sections 5140-5143 and 5150 - 5153]

		Dual Participation Verification

		1.       Was a check for dual participation conducted and documented? [7 CFR 253.7 (e); FNS Handbook 501, Sections 1370 and 5410]

		2.       During verification with the corresponding SNAP agency where any members of the household found to be certified in both FDPIR and SNAP during the same period? [7 CFR 253.7 (e); FNS Handbook 501, Sections 1370 and 5410]

		Eligibility Determination

		1.       Is the household composition correct? [7 CFR 253.6(a); FNS Handbook 501, Sections 3400-3417 and 4220]

		2.       Was residency verified? [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 3512, 4210, and 4212]

		3.       If the household resides in an approved near area or approved service area in Oklahoma, was the tribal membership of at least one household member verified?  [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 4210 and 4212]

		4.       Was all non-excluded gross income verified and documented in the case file? [7 CFR 253.6(e) and 253.7(a)(6); FNS Handbook 501, Sections 3500-3530, 3540, 3550,  4520, 4530, and 4540]

		5.       If the household claimed zero income, was proper documentation obtained (e.g., zero income form used)? [FNS Handbook 501, Section 3533]

		6.       Was the income of disqualified household members properly counted in the eligibility determination? [7 CFR 253.7(d)(2)(ii)(G) and 253.7(f)(2); FNS Handbook 501, Sections 4530 , 4550, and 4730]

		7.       If earned income was reported, were wage statements for a full month obtained? [7 CFR 253.7(b)(1); FNS Handbook 501, Section 3531]

		8.       Was fluctuating income properly calculated? [7 CFR 253.7(b)(1); FNS Handbook 501, Sections 4600, 4611, 4612, and 4622]

		9.       Was gross self-employment income and the costs of producing self-employment income properly determined? [7 CFR 253.7(b)(1)(iii); FNS Handbook 501, Sections 4720-4727]

		10.    Are per capita or other lump-sum payments counted as appropriate (i.e. monthly per capita payments or monthly recurring lump-sum payments counted as unearned income and non-monthly per capita payments or non-monthly lump-sum payments excluded from income)? [7 CFR 253.6(d)(2)(i)(f) and 253.6(d)(3)(viii) and (xii); FNS Handbook 501, Sections 4530, 4549, and 4640]

		11.    Are resources excluded as income (e.g., cash on-hand, money in checking or saving accounts, stocks, bonds, saving certificates)? [FNS Handbook 501, Section 4400]

		12.    Was the correct conversion factor used (i.e., 4.3 weekly and 2.15 bi-weekly)? [FNS Handbook 501, Section 4621]

		13.    Was the 20 percent earned income deduction properly applied?  [7 CFR 253.6(e); FNS Handbook 501, Sections 4551, 4640, and 4727]

		14.    Was unearned income determined properly? [7 CFR 253.6(d)(2)(ii); FNS Handbook 501, Sections 3534, 4530, 4551]

		15.    Was student income properly determined? [7 CFR 253.6(d)(3)(iii) and (vii); FNS Handbook 501, Sections 4530, 4543, 4544, and 4710-4711]

		16.    Was the dependent care income deduction properly applied? [7 CFR 253.6(e)(2); FNS Handbook 501, Sections 3539, 4552, 4630, and 4640]

		17.    Was the child support income deduction properly verified and applied? [7 CFR 253.6(e)(3); FNS Handbook 501, Sections 3539, 4553, 4630, and 4640]

		18.    Was the medical expense income deduction properly verified and applied? [7 CFR 253.6(e)(4); FNS Handbook 501, Sections 3539, 4554, 4630, and 4640]

		19.    Was the shelter/utility standard income deduction verified and properly applied? [7 CFR 253.6(e)(5); FNS Handbook 501, Sections 3539, 4555, 4630, and 4640]

		20.    Was the net income calculated correctly? [7 CFR 253.7(b); FNS Handbook 501, Sections 4640 and 4727]

		21.    Was the eligibility determination correct (i.e., household’s net monthly income compared to the income eligibility standard for the appropriate household size)? [7 CFR 253.7(b)(1)(vi); FNS Handbook 501, Sections 4640 and Exhibit M]

		22.    If eligible, was the household's assigned certification period reasonable (i.e., shorter periods for unstable households; longer periods for stable households)? [7 CFR 253.7(b)(2); FNS Handbook 501, Sections 5110-5112]

		Disqualification

		1.       Does the casefile of a substantiated IPV contain clear and convincing evidence demonstrating that the household member committed one or more acts of IPV? [7 CFR 253.8(a); FNS Handbook 501, Section 5800]

		Household Claims

		1.       Did the ITO/State agency properly establish a claim on any overissuance of more than $125? [7 CFR 253.9(a); FNS Handbook 501, Section 5600 and 5610]

		Fair Hearings

		1.       Was the fair hearing conducted and the household notified of the decision within 60 days of the request for the hearing? [7 CFR 253.7(h); FNS Handbook 501, Section 5500-5591]

		Issuance

		1.       Is the issuance receipt card or sheet signed by the household? [7 CFR 253.10(c)(14); FNS Handbook 501, Sections 8140, 8340, and 8410]

		2.       Are authorized representatives properly documented in the participant file? [7 CFR 253.7(a)(10); FNS Handbook 501, Sections 3434 and 3435]

		Case File Documentation

		1.       Did the case file contain a completed application including appropriate worksheets, documentation of verification, and notices? [FNS Handbook 501, Sections 1510 and 3550]
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HH16

		Management Evaluation		

		FDPIR Certification Case File Review		Complete the worksheet by answering YES, NO, or N/A for each question.

		HOUSEHOLD NAME

						Comments

		HOUSEHOLD SIZE

		CERTIFICATION/TAILGATE SITE

		Application Processing 

		1.       Is application signed and dated?  [7 CFR 253.7(a)(3); FNS Handbook 501, Sections 3120 and 3140]     

		2.       Was the recipient informed of their rights/responsibilities, including reporting requirements? [7 CFR 253.7(a)(5); FNS Handbook 501, Sections 3100 and 3600]

		3.       Was the household’s application properly processed on an expedited basis? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3340, 3509, and 5132]

		4.       If household was certified on an expedited basis, was verification completed prior to the issuance of benefits in any subsequent month? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3340, 3509, and 5132]

		5.       Was the household properly certified in accordance with the procedures for categorically eligible households (i.e., all household members are receiving TANF, SSI (except in “cash-out” States), and/or General Assistance)? [7 CFR 253.6(c); FNS Handbook 501, Sections 4300-4330]

		6.       If the household applied for recertification in the last month of its certification period, was the household provided the opportunity to receive benefits without interruption? [7 CFR 253.7(d); FNS Handbook 501, Section 5300]

		7.       If the household was certified for one month pending verification of income, did the ITO/State agency complete the verification of income prior to issuing benefits in any subsequent month? [7 CFR 253.7(a)(8); FNS Handbook 501, Sections 3320 and 5101]

		8.       Was a written notice of eligibility or notice of denial provided to the household within the required timeframes (i.e., 1 working day for expedited service; 7 working days for non-expedited cases)? [7 CFR 253.7(b)(3); FNS Handbook 501, Sections 5130 and 5211]

		9.       Did the ITO/State agency take prompt action on all reported household changes? [7 CFR 253.7(c); FNS Handbook 501, Sections 5140-5143 and 5150 - 5153]

		Dual Participation Verification

		1.       Was a check for dual participation conducted and documented? [7 CFR 253.7 (e); FNS Handbook 501, Sections 1370 and 5410]

		2.       During verification with the corresponding SNAP agency where any members of the household found to be certified in both FDPIR and SNAP during the same period? [7 CFR 253.7 (e); FNS Handbook 501, Sections 1370 and 5410]

		Eligibility Determination

		1.       Is the household composition correct? [7 CFR 253.6(a); FNS Handbook 501, Sections 3400-3417 and 4220]

		2.       Was residency verified? [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 3512, 4210, and 4212]

		3.       If the household resides in an approved near area or approved service area in Oklahoma, was the tribal membership of at least one household member verified?  [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 4210 and 4212]

		4.       Was all non-excluded gross income verified and documented in the case file? [7 CFR 253.6(e) and 253.7(a)(6); FNS Handbook 501, Sections 3500-3530, 3540, 3550,  4520, 4530, and 4540]

		5.       If the household claimed zero income, was proper documentation obtained (e.g., zero income form used)? [FNS Handbook 501, Section 3533]

		6.       Was the income of disqualified household members properly counted in the eligibility determination? [7 CFR 253.7(d)(2)(ii)(G) and 253.7(f)(2); FNS Handbook 501, Sections 4530 , 4550, and 4730]

		7.       If earned income was reported, were wage statements for a full month obtained? [7 CFR 253.7(b)(1); FNS Handbook 501, Section 3531]

		8.       Was fluctuating income properly calculated? [7 CFR 253.7(b)(1); FNS Handbook 501, Sections 4600, 4611, 4612, and 4622]

		9.       Was gross self-employment income and the costs of producing self-employment income properly determined? [7 CFR 253.7(b)(1)(iii); FNS Handbook 501, Sections 4720-4727]

		10.    Are per capita or other lump-sum payments counted as appropriate (i.e. monthly per capita payments or monthly recurring lump-sum payments counted as unearned income and non-monthly per capita payments or non-monthly lump-sum payments excluded from income)? [7 CFR 253.6(d)(2)(i)(f) and 253.6(d)(3)(viii) and (xii); FNS Handbook 501, Sections 4530, 4549, and 4640]

		11.    Are resources excluded as income (e.g., cash on-hand, money in checking or saving accounts, stocks, bonds, saving certificates)? [FNS Handbook 501, Section 4400]

		12.    Was the correct conversion factor used (i.e., 4.3 weekly and 2.15 bi-weekly)? [FNS Handbook 501, Section 4621]

		13.    Was the 20 percent earned income deduction properly applied?  [7 CFR 253.6(e); FNS Handbook 501, Sections 4551, 4640, and 4727]

		14.    Was unearned income determined properly? [7 CFR 253.6(d)(2)(ii); FNS Handbook 501, Sections 3534, 4530, 4551]

		15.    Was student income properly determined? [7 CFR 253.6(d)(3)(iii) and (vii); FNS Handbook 501, Sections 4530, 4543, 4544, and 4710-4711]

		16.    Was the dependent care income deduction properly applied? [7 CFR 253.6(e)(2); FNS Handbook 501, Sections 3539, 4552, 4630, and 4640]

		17.    Was the child support income deduction properly verified and applied? [7 CFR 253.6(e)(3); FNS Handbook 501, Sections 3539, 4553, 4630, and 4640]

		18.    Was the medical expense income deduction properly verified and applied? [7 CFR 253.6(e)(4); FNS Handbook 501, Sections 3539, 4554, 4630, and 4640]

		19.    Was the shelter/utility standard income deduction verified and properly applied? [7 CFR 253.6(e)(5); FNS Handbook 501, Sections 3539, 4555, 4630, and 4640]

		20.    Was the net income calculated correctly? [7 CFR 253.7(b); FNS Handbook 501, Sections 4640 and 4727]

		21.    Was the eligibility determination correct (i.e., household’s net monthly income compared to the income eligibility standard for the appropriate household size)? [7 CFR 253.7(b)(1)(vi); FNS Handbook 501, Sections 4640 and Exhibit M]

		22.    If eligible, was the household's assigned certification period reasonable (i.e., shorter periods for unstable households; longer periods for stable households)? [7 CFR 253.7(b)(2); FNS Handbook 501, Sections 5110-5112]

		Disqualification

		1.       Does the casefile of a substantiated IPV contain clear and convincing evidence demonstrating that the household member committed one or more acts of IPV? [7 CFR 253.8(a); FNS Handbook 501, Section 5800]

		Household Claims

		1.       Did the ITO/State agency properly establish a claim on any overissuance of more than $125? [7 CFR 253.9(a); FNS Handbook 501, Section 5600 and 5610]

		Fair Hearings

		1.       Was the fair hearing conducted and the household notified of the decision within 60 days of the request for the hearing? [7 CFR 253.7(h); FNS Handbook 501, Section 5500-5591]

		Issuance

		1.       Is the issuance receipt card or sheet signed by the household? [7 CFR 253.10(c)(14); FNS Handbook 501, Sections 8140, 8340, and 8410]

		2.       Are authorized representatives properly documented in the participant file? [7 CFR 253.7(a)(10); FNS Handbook 501, Sections 3434 and 3435]

		Case File Documentation

		1.       Did the case file contain a completed application including appropriate worksheets, documentation of verification, and notices? [FNS Handbook 501, Sections 1510 and 3550]
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HH17

		Management Evaluation		

		FDPIR Certification Case File Review		Complete the worksheet by answering YES, NO, or N/A for each question.

		HOUSEHOLD NAME

						Comments

		HOUSEHOLD SIZE

		CERTIFICATION/TAILGATE SITE

		Application Processing 

		1.       Is application signed and dated?  [7 CFR 253.7(a)(3); FNS Handbook 501, Sections 3120 and 3140]     

		2.       Was the recipient informed of their rights/responsibilities, including reporting requirements? [7 CFR 253.7(a)(5); FNS Handbook 501, Sections 3100 and 3600]

		3.       Was the household’s application properly processed on an expedited basis? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3340, 3509, and 5132]

		4.       If household was certified on an expedited basis, was verification completed prior to the issuance of benefits in any subsequent month? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3340, 3509, and 5132]

		5.       Was the household properly certified in accordance with the procedures for categorically eligible households (i.e., all household members are receiving TANF, SSI (except in “cash-out” States), and/or General Assistance)? [7 CFR 253.6(c); FNS Handbook 501, Sections 4300-4330]

		6.       If the household applied for recertification in the last month of its certification period, was the household provided the opportunity to receive benefits without interruption? [7 CFR 253.7(d); FNS Handbook 501, Section 5300]

		7.       If the household was certified for one month pending verification of income, did the ITO/State agency complete the verification of income prior to issuing benefits in any subsequent month? [7 CFR 253.7(a)(8); FNS Handbook 501, Sections 3320 and 5101]

		8.       Was a written notice of eligibility or notice of denial provided to the household within the required timeframes (i.e., 1 working day for expedited service; 7 working days for non-expedited cases)? [7 CFR 253.7(b)(3); FNS Handbook 501, Sections 5130 and 5211]

		9.       Did the ITO/State agency take prompt action on all reported household changes? [7 CFR 253.7(c); FNS Handbook 501, Sections 5140-5143 and 5150 - 5153]

		Dual Participation Verification

		1.       Was a check for dual participation conducted and documented? [7 CFR 253.7 (e); FNS Handbook 501, Sections 1370 and 5410]

		2.       During verification with the corresponding SNAP agency where any members of the household found to be certified in both FDPIR and SNAP during the same period? [7 CFR 253.7 (e); FNS Handbook 501, Sections 1370 and 5410]

		Eligibility Determination

		1.       Is the household composition correct? [7 CFR 253.6(a); FNS Handbook 501, Sections 3400-3417 and 4220]

		2.       Was residency verified? [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 3512, 4210, and 4212]

		3.       If the household resides in an approved near area or approved service area in Oklahoma, was the tribal membership of at least one household member verified?  [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 4210 and 4212]

		4.       Was all non-excluded gross income verified and documented in the case file? [7 CFR 253.6(e) and 253.7(a)(6); FNS Handbook 501, Sections 3500-3530, 3540, 3550,  4520, 4530, and 4540]

		5.       If the household claimed zero income, was proper documentation obtained (e.g., zero income form used)? [FNS Handbook 501, Section 3533]

		6.       Was the income of disqualified household members properly counted in the eligibility determination? [7 CFR 253.7(d)(2)(ii)(G) and 253.7(f)(2); FNS Handbook 501, Sections 4530 , 4550, and 4730]

		7.       If earned income was reported, were wage statements for a full month obtained? [7 CFR 253.7(b)(1); FNS Handbook 501, Section 3531]

		8.       Was fluctuating income properly calculated? [7 CFR 253.7(b)(1); FNS Handbook 501, Sections 4600, 4611, 4612, and 4622]

		9.       Was gross self-employment income and the costs of producing self-employment income properly determined? [7 CFR 253.7(b)(1)(iii); FNS Handbook 501, Sections 4720-4727]

		10.    Are per capita or other lump-sum payments counted as appropriate (i.e. monthly per capita payments or monthly recurring lump-sum payments counted as unearned income and non-monthly per capita payments or non-monthly lump-sum payments excluded from income)? [7 CFR 253.6(d)(2)(i)(f) and 253.6(d)(3)(viii) and (xii); FNS Handbook 501, Sections 4530, 4549, and 4640]

		11.    Are resources excluded as income (e.g., cash on-hand, money in checking or saving accounts, stocks, bonds, saving certificates)? [FNS Handbook 501, Section 4400]

		12.    Was the correct conversion factor used (i.e., 4.3 weekly and 2.15 bi-weekly)? [FNS Handbook 501, Section 4621]

		13.    Was the 20 percent earned income deduction properly applied?  [7 CFR 253.6(e); FNS Handbook 501, Sections 4551, 4640, and 4727]

		14.    Was unearned income determined properly? [7 CFR 253.6(d)(2)(ii); FNS Handbook 501, Sections 3534, 4530, 4551]

		15.    Was student income properly determined? [7 CFR 253.6(d)(3)(iii) and (vii); FNS Handbook 501, Sections 4530, 4543, 4544, and 4710-4711]

		16.    Was the dependent care income deduction properly applied? [7 CFR 253.6(e)(2); FNS Handbook 501, Sections 3539, 4552, 4630, and 4640]

		17.    Was the child support income deduction properly verified and applied? [7 CFR 253.6(e)(3); FNS Handbook 501, Sections 3539, 4553, 4630, and 4640]

		18.    Was the medical expense income deduction properly verified and applied? [7 CFR 253.6(e)(4); FNS Handbook 501, Sections 3539, 4554, 4630, and 4640]

		19.    Was the shelter/utility standard income deduction verified and properly applied? [7 CFR 253.6(e)(5); FNS Handbook 501, Sections 3539, 4555, 4630, and 4640]

		20.    Was the net income calculated correctly? [7 CFR 253.7(b); FNS Handbook 501, Sections 4640 and 4727]

		21.    Was the eligibility determination correct (i.e., household’s net monthly income compared to the income eligibility standard for the appropriate household size)? [7 CFR 253.7(b)(1)(vi); FNS Handbook 501, Sections 4640 and Exhibit M]

		22.    If eligible, was the household's assigned certification period reasonable (i.e., shorter periods for unstable households; longer periods for stable households)? [7 CFR 253.7(b)(2); FNS Handbook 501, Sections 5110-5112]

		Disqualification

		1.       Does the casefile of a substantiated IPV contain clear and convincing evidence demonstrating that the household member committed one or more acts of IPV? [7 CFR 253.8(a); FNS Handbook 501, Section 5800]

		Household Claims

		1.       Did the ITO/State agency properly establish a claim on any overissuance of more than $125? [7 CFR 253.9(a); FNS Handbook 501, Section 5600 and 5610]

		Fair Hearings

		1.       Was the fair hearing conducted and the household notified of the decision within 60 days of the request for the hearing? [7 CFR 253.7(h); FNS Handbook 501, Section 5500-5591]

		Issuance

		1.       Is the issuance receipt card or sheet signed by the household? [7 CFR 253.10(c)(14); FNS Handbook 501, Sections 8140, 8340, and 8410]

		2.       Are authorized representatives properly documented in the participant file? [7 CFR 253.7(a)(10); FNS Handbook 501, Sections 3434 and 3435]

		Case File Documentation

		1.       Did the case file contain a completed application including appropriate worksheets, documentation of verification, and notices? [FNS Handbook 501, Sections 1510 and 3550]
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		Management Evaluation		

		FDPIR Certification Case File Review		Complete the worksheet by answering YES, NO, or N/A for each question.

		HOUSEHOLD NAME

						Comments

		HOUSEHOLD SIZE

		CERTIFICATION/TAILGATE SITE

		Application Processing 

		1.       Is application signed and dated?  [7 CFR 253.7(a)(3); FNS Handbook 501, Sections 3120 and 3140]     

		2.       Was the recipient informed of their rights/responsibilities, including reporting requirements? [7 CFR 253.7(a)(5); FNS Handbook 501, Sections 3100 and 3600]

		3.       Was the household’s application properly processed on an expedited basis? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3340, 3509, and 5132]

		4.       If household was certified on an expedited basis, was verification completed prior to the issuance of benefits in any subsequent month? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3340, 3509, and 5132]

		5.       Was the household properly certified in accordance with the procedures for categorically eligible households (i.e., all household members are receiving TANF, SSI (except in “cash-out” States), and/or General Assistance)? [7 CFR 253.6(c); FNS Handbook 501, Sections 4300-4330]

		6.       If the household applied for recertification in the last month of its certification period, was the household provided the opportunity to receive benefits without interruption? [7 CFR 253.7(d); FNS Handbook 501, Section 5300]

		7.       If the household was certified for one month pending verification of income, did the ITO/State agency complete the verification of income prior to issuing benefits in any subsequent month? [7 CFR 253.7(a)(8); FNS Handbook 501, Sections 3320 and 5101]

		8.       Was a written notice of eligibility or notice of denial provided to the household within the required timeframes (i.e., 1 working day for expedited service; 7 working days for non-expedited cases)? [7 CFR 253.7(b)(3); FNS Handbook 501, Sections 5130 and 5211]

		9.       Did the ITO/State agency take prompt action on all reported household changes? [7 CFR 253.7(c); FNS Handbook 501, Sections 5140-5143 and 5150 - 5153]

		Dual Participation Verification

		1.       Was a check for dual participation conducted and documented? [7 CFR 253.7 (e); FNS Handbook 501, Sections 1370 and 5410]

		2.       During verification with the corresponding SNAP agency where any members of the household found to be certified in both FDPIR and SNAP during the same period? [7 CFR 253.7 (e); FNS Handbook 501, Sections 1370 and 5410]

		Eligibility Determination

		1.       Is the household composition correct? [7 CFR 253.6(a); FNS Handbook 501, Sections 3400-3417 and 4220]

		2.       Was residency verified? [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 3512, 4210, and 4212]

		3.       If the household resides in an approved near area or approved service area in Oklahoma, was the tribal membership of at least one household member verified?  [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 4210 and 4212]

		4.       Was all non-excluded gross income verified and documented in the case file? [7 CFR 253.6(e) and 253.7(a)(6); FNS Handbook 501, Sections 3500-3530, 3540, 3550,  4520, 4530, and 4540]

		5.       If the household claimed zero income, was proper documentation obtained (e.g., zero income form used)? [FNS Handbook 501, Section 3533]

		6.       Was the income of disqualified household members properly counted in the eligibility determination? [7 CFR 253.7(d)(2)(ii)(G) and 253.7(f)(2); FNS Handbook 501, Sections 4530 , 4550, and 4730]

		7.       If earned income was reported, were wage statements for a full month obtained? [7 CFR 253.7(b)(1); FNS Handbook 501, Section 3531]

		8.       Was fluctuating income properly calculated? [7 CFR 253.7(b)(1); FNS Handbook 501, Sections 4600, 4611, 4612, and 4622]

		9.       Was gross self-employment income and the costs of producing self-employment income properly determined? [7 CFR 253.7(b)(1)(iii); FNS Handbook 501, Sections 4720-4727]

		10.    Are per capita or other lump-sum payments counted as appropriate (i.e. monthly per capita payments or monthly recurring lump-sum payments counted as unearned income and non-monthly per capita payments or non-monthly lump-sum payments excluded from income)? [7 CFR 253.6(d)(2)(i)(f) and 253.6(d)(3)(viii) and (xii); FNS Handbook 501, Sections 4530, 4549, and 4640]

		11.    Are resources excluded as income (e.g., cash on-hand, money in checking or saving accounts, stocks, bonds, saving certificates)? [FNS Handbook 501, Section 4400]

		12.    Was the correct conversion factor used (i.e., 4.3 weekly and 2.15 bi-weekly)? [FNS Handbook 501, Section 4621]

		13.    Was the 20 percent earned income deduction properly applied?  [7 CFR 253.6(e); FNS Handbook 501, Sections 4551, 4640, and 4727]

		14.    Was unearned income determined properly? [7 CFR 253.6(d)(2)(ii); FNS Handbook 501, Sections 3534, 4530, 4551]

		15.    Was student income properly determined? [7 CFR 253.6(d)(3)(iii) and (vii); FNS Handbook 501, Sections 4530, 4543, 4544, and 4710-4711]

		16.    Was the dependent care income deduction properly applied? [7 CFR 253.6(e)(2); FNS Handbook 501, Sections 3539, 4552, 4630, and 4640]

		17.    Was the child support income deduction properly verified and applied? [7 CFR 253.6(e)(3); FNS Handbook 501, Sections 3539, 4553, 4630, and 4640]

		18.    Was the medical expense income deduction properly verified and applied? [7 CFR 253.6(e)(4); FNS Handbook 501, Sections 3539, 4554, 4630, and 4640]

		19.    Was the shelter/utility standard income deduction verified and properly applied? [7 CFR 253.6(e)(5); FNS Handbook 501, Sections 3539, 4555, 4630, and 4640]

		20.    Was the net income calculated correctly? [7 CFR 253.7(b); FNS Handbook 501, Sections 4640 and 4727]

		21.    Was the eligibility determination correct (i.e., household’s net monthly income compared to the income eligibility standard for the appropriate household size)? [7 CFR 253.7(b)(1)(vi); FNS Handbook 501, Sections 4640 and Exhibit M]

		22.    If eligible, was the household's assigned certification period reasonable (i.e., shorter periods for unstable households; longer periods for stable households)? [7 CFR 253.7(b)(2); FNS Handbook 501, Sections 5110-5112]

		Disqualification

		1.       Does the casefile of a substantiated IPV contain clear and convincing evidence demonstrating that the household member committed one or more acts of IPV? [7 CFR 253.8(a); FNS Handbook 501, Section 5800]

		Household Claims

		1.       Did the ITO/State agency properly establish a claim on any overissuance of more than $125? [7 CFR 253.9(a); FNS Handbook 501, Section 5600 and 5610]

		Fair Hearings

		1.       Was the fair hearing conducted and the household notified of the decision within 60 days of the request for the hearing? [7 CFR 253.7(h); FNS Handbook 501, Section 5500-5591]

		Issuance

		1.       Is the issuance receipt card or sheet signed by the household? [7 CFR 253.10(c)(14); FNS Handbook 501, Sections 8140, 8340, and 8410]

		2.       Are authorized representatives properly documented in the participant file? [7 CFR 253.7(a)(10); FNS Handbook 501, Sections 3434 and 3435]

		Case File Documentation

		1.       Did the case file contain a completed application including appropriate worksheets, documentation of verification, and notices? [FNS Handbook 501, Sections 1510 and 3550]
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HH19

		Management Evaluation		

		FDPIR Certification Case File Review		Complete the worksheet by answering YES, NO, or N/A for each question.

		HOUSEHOLD NAME

						Comments

		HOUSEHOLD SIZE

		CERTIFICATION/TAILGATE SITE

		Application Processing 

		1.       Is application signed and dated?  [7 CFR 253.7(a)(3); FNS Handbook 501, Sections 3120 and 3140]     

		2.       Was the recipient informed of their rights/responsibilities, including reporting requirements? [7 CFR 253.7(a)(5); FNS Handbook 501, Sections 3100 and 3600]

		3.       Was the household’s application properly processed on an expedited basis? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3340, 3509, and 5132]

		4.       If household was certified on an expedited basis, was verification completed prior to the issuance of benefits in any subsequent month? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3340, 3509, and 5132]

		5.       Was the household properly certified in accordance with the procedures for categorically eligible households (i.e., all household members are receiving TANF, SSI (except in “cash-out” States), and/or General Assistance)? [7 CFR 253.6(c); FNS Handbook 501, Sections 4300-4330]

		6.       If the household applied for recertification in the last month of its certification period, was the household provided the opportunity to receive benefits without interruption? [7 CFR 253.7(d); FNS Handbook 501, Section 5300]

		7.       If the household was certified for one month pending verification of income, did the ITO/State agency complete the verification of income prior to issuing benefits in any subsequent month? [7 CFR 253.7(a)(8); FNS Handbook 501, Sections 3320 and 5101]

		8.       Was a written notice of eligibility or notice of denial provided to the household within the required timeframes (i.e., 1 working day for expedited service; 7 working days for non-expedited cases)? [7 CFR 253.7(b)(3); FNS Handbook 501, Sections 5130 and 5211]

		9.       Did the ITO/State agency take prompt action on all reported household changes? [7 CFR 253.7(c); FNS Handbook 501, Sections 5140-5143 and 5150 - 5153]

		Dual Participation Verification

		1.       Was a check for dual participation conducted and documented? [7 CFR 253.7 (e); FNS Handbook 501, Sections 1370 and 5410]

		2.       During verification with the corresponding SNAP agency where any members of the household found to be certified in both FDPIR and SNAP during the same period? [7 CFR 253.7 (e); FNS Handbook 501, Sections 1370 and 5410]

		Eligibility Determination

		1.       Is the household composition correct? [7 CFR 253.6(a); FNS Handbook 501, Sections 3400-3417 and 4220]

		2.       Was residency verified? [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 3512, 4210, and 4212]

		3.       If the household resides in an approved near area or approved service area in Oklahoma, was the tribal membership of at least one household member verified?  [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 4210 and 4212]

		4.       Was all non-excluded gross income verified and documented in the case file? [7 CFR 253.6(e) and 253.7(a)(6); FNS Handbook 501, Sections 3500-3530, 3540, 3550,  4520, 4530, and 4540]

		5.       If the household claimed zero income, was proper documentation obtained (e.g., zero income form used)? [FNS Handbook 501, Section 3533]

		6.       Was the income of disqualified household members properly counted in the eligibility determination? [7 CFR 253.7(d)(2)(ii)(G) and 253.7(f)(2); FNS Handbook 501, Sections 4530 , 4550, and 4730]

		7.       If earned income was reported, were wage statements for a full month obtained? [7 CFR 253.7(b)(1); FNS Handbook 501, Section 3531]

		8.       Was fluctuating income properly calculated? [7 CFR 253.7(b)(1); FNS Handbook 501, Sections 4600, 4611, 4612, and 4622]

		9.       Was gross self-employment income and the costs of producing self-employment income properly determined? [7 CFR 253.7(b)(1)(iii); FNS Handbook 501, Sections 4720-4727]

		10.    Are per capita or other lump-sum payments counted as appropriate (i.e. monthly per capita payments or monthly recurring lump-sum payments counted as unearned income and non-monthly per capita payments or non-monthly lump-sum payments excluded from income)? [7 CFR 253.6(d)(2)(i)(f) and 253.6(d)(3)(viii) and (xii); FNS Handbook 501, Sections 4530, 4549, and 4640]

		11.    Are resources excluded as income (e.g., cash on-hand, money in checking or saving accounts, stocks, bonds, saving certificates)? [FNS Handbook 501, Section 4400]

		12.    Was the correct conversion factor used (i.e., 4.3 weekly and 2.15 bi-weekly)? [FNS Handbook 501, Section 4621]

		13.    Was the 20 percent earned income deduction properly applied?  [7 CFR 253.6(e); FNS Handbook 501, Sections 4551, 4640, and 4727]

		14.    Was unearned income determined properly? [7 CFR 253.6(d)(2)(ii); FNS Handbook 501, Sections 3534, 4530, 4551]

		15.    Was student income properly determined? [7 CFR 253.6(d)(3)(iii) and (vii); FNS Handbook 501, Sections 4530, 4543, 4544, and 4710-4711]

		16.    Was the dependent care income deduction properly applied? [7 CFR 253.6(e)(2); FNS Handbook 501, Sections 3539, 4552, 4630, and 4640]

		17.    Was the child support income deduction properly verified and applied? [7 CFR 253.6(e)(3); FNS Handbook 501, Sections 3539, 4553, 4630, and 4640]

		18.    Was the medical expense income deduction properly verified and applied? [7 CFR 253.6(e)(4); FNS Handbook 501, Sections 3539, 4554, 4630, and 4640]

		19.    Was the shelter/utility standard income deduction verified and properly applied? [7 CFR 253.6(e)(5); FNS Handbook 501, Sections 3539, 4555, 4630, and 4640]

		20.    Was the net income calculated correctly? [7 CFR 253.7(b); FNS Handbook 501, Sections 4640 and 4727]

		21.    Was the eligibility determination correct (i.e., household’s net monthly income compared to the income eligibility standard for the appropriate household size)? [7 CFR 253.7(b)(1)(vi); FNS Handbook 501, Sections 4640 and Exhibit M]

		22.    If eligible, was the household's assigned certification period reasonable (i.e., shorter periods for unstable households; longer periods for stable households)? [7 CFR 253.7(b)(2); FNS Handbook 501, Sections 5110-5112]

		Disqualification

		1.       Does the casefile of a substantiated IPV contain clear and convincing evidence demonstrating that the household member committed one or more acts of IPV? [7 CFR 253.8(a); FNS Handbook 501, Section 5800]

		Household Claims

		1.       Did the ITO/State agency properly establish a claim on any overissuance of more than $125? [7 CFR 253.9(a); FNS Handbook 501, Section 5600 and 5610]

		Fair Hearings

		1.       Was the fair hearing conducted and the household notified of the decision within 60 days of the request for the hearing? [7 CFR 253.7(h); FNS Handbook 501, Section 5500-5591]

		Issuance

		1.       Is the issuance receipt card or sheet signed by the household? [7 CFR 253.10(c)(14); FNS Handbook 501, Sections 8140, 8340, and 8410]

		2.       Are authorized representatives properly documented in the participant file? [7 CFR 253.7(a)(10); FNS Handbook 501, Sections 3434 and 3435]

		Case File Documentation

		1.       Did the case file contain a completed application including appropriate worksheets, documentation of verification, and notices? [FNS Handbook 501, Sections 1510 and 3550]
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		Management Evaluation		

		FDPIR Certification Case File Review		Complete the worksheet by answering YES, NO, or N/A for each question.

		HOUSEHOLD NAME

						Comments

		HOUSEHOLD SIZE

		CERTIFICATION/TAILGATE SITE

		Application Processing 

		1.       Is application signed and dated?  [7 CFR 253.7(a)(3); FNS Handbook 501, Sections 3120 and 3140]     

		2.       Was the recipient informed of their rights/responsibilities, including reporting requirements? [7 CFR 253.7(a)(5); FNS Handbook 501, Sections 3100 and 3600]

		3.       Was the household’s application properly processed on an expedited basis? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3340, 3509, and 5132]

		4.       If household was certified on an expedited basis, was verification completed prior to the issuance of benefits in any subsequent month? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3340, 3509, and 5132]

		5.       Was the household properly certified in accordance with the procedures for categorically eligible households (i.e., all household members are receiving TANF, SSI (except in “cash-out” States), and/or General Assistance)? [7 CFR 253.6(c); FNS Handbook 501, Sections 4300-4330]

		6.       If the household applied for recertification in the last month of its certification period, was the household provided the opportunity to receive benefits without interruption? [7 CFR 253.7(d); FNS Handbook 501, Section 5300]

		7.       If the household was certified for one month pending verification of income, did the ITO/State agency complete the verification of income prior to issuing benefits in any subsequent month? [7 CFR 253.7(a)(8); FNS Handbook 501, Sections 3320 and 5101]

		8.       Was a written notice of eligibility or notice of denial provided to the household within the required timeframes (i.e., 1 working day for expedited service; 7 working days for non-expedited cases)? [7 CFR 253.7(b)(3); FNS Handbook 501, Sections 5130 and 5211]

		9.       Did the ITO/State agency take prompt action on all reported household changes? [7 CFR 253.7(c); FNS Handbook 501, Sections 5140-5143 and 5150 - 5153]

		Dual Participation Verification

		1.       Was a check for dual participation conducted and documented? [7 CFR 253.7 (e); FNS Handbook 501, Sections 1370 and 5410]

		2.       During verification with the corresponding SNAP agency where any members of the household found to be certified in both FDPIR and SNAP during the same period? [7 CFR 253.7 (e); FNS Handbook 501, Sections 1370 and 5410]

		Eligibility Determination

		1.       Is the household composition correct? [7 CFR 253.6(a); FNS Handbook 501, Sections 3400-3417 and 4220]

		2.       Was residency verified? [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 3512, 4210, and 4212]

		3.       If the household resides in an approved near area or approved service area in Oklahoma, was the tribal membership of at least one household member verified?  [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 4210 and 4212]

		4.       Was all non-excluded gross income verified and documented in the case file? [7 CFR 253.6(e) and 253.7(a)(6); FNS Handbook 501, Sections 3500-3530, 3540, 3550,  4520, 4530, and 4540]

		5.       If the household claimed zero income, was proper documentation obtained (e.g., zero income form used)? [FNS Handbook 501, Section 3533]

		6.       Was the income of disqualified household members properly counted in the eligibility determination? [7 CFR 253.7(d)(2)(ii)(G) and 253.7(f)(2); FNS Handbook 501, Sections 4530 , 4550, and 4730]

		7.       If earned income was reported, were wage statements for a full month obtained? [7 CFR 253.7(b)(1); FNS Handbook 501, Section 3531]

		8.       Was fluctuating income properly calculated? [7 CFR 253.7(b)(1); FNS Handbook 501, Sections 4600, 4611, 4612, and 4622]

		9.       Was gross self-employment income and the costs of producing self-employment income properly determined? [7 CFR 253.7(b)(1)(iii); FNS Handbook 501, Sections 4720-4727]

		10.    Are per capita or other lump-sum payments counted as appropriate (i.e. monthly per capita payments or monthly recurring lump-sum payments counted as unearned income and non-monthly per capita payments or non-monthly lump-sum payments excluded from income)? [7 CFR 253.6(d)(2)(i)(f) and 253.6(d)(3)(viii) and (xii); FNS Handbook 501, Sections 4530, 4549, and 4640]

		11.    Are resources excluded as income (e.g., cash on-hand, money in checking or saving accounts, stocks, bonds, saving certificates)? [FNS Handbook 501, Section 4400]

		12.    Was the correct conversion factor used (i.e., 4.3 weekly and 2.15 bi-weekly)? [FNS Handbook 501, Section 4621]

		13.    Was the 20 percent earned income deduction properly applied?  [7 CFR 253.6(e); FNS Handbook 501, Sections 4551, 4640, and 4727]

		14.    Was unearned income determined properly? [7 CFR 253.6(d)(2)(ii); FNS Handbook 501, Sections 3534, 4530, 4551]

		15.    Was student income properly determined? [7 CFR 253.6(d)(3)(iii) and (vii); FNS Handbook 501, Sections 4530, 4543, 4544, and 4710-4711]

		16.    Was the dependent care income deduction properly applied? [7 CFR 253.6(e)(2); FNS Handbook 501, Sections 3539, 4552, 4630, and 4640]

		17.    Was the child support income deduction properly verified and applied? [7 CFR 253.6(e)(3); FNS Handbook 501, Sections 3539, 4553, 4630, and 4640]

		18.    Was the medical expense income deduction properly verified and applied? [7 CFR 253.6(e)(4); FNS Handbook 501, Sections 3539, 4554, 4630, and 4640]

		19.    Was the shelter/utility standard income deduction verified and properly applied? [7 CFR 253.6(e)(5); FNS Handbook 501, Sections 3539, 4555, 4630, and 4640]

		20.    Was the net income calculated correctly? [7 CFR 253.7(b); FNS Handbook 501, Sections 4640 and 4727]

		21.    Was the eligibility determination correct (i.e., household’s net monthly income compared to the income eligibility standard for the appropriate household size)? [7 CFR 253.7(b)(1)(vi); FNS Handbook 501, Sections 4640 and Exhibit M]

		22.    If eligible, was the household's assigned certification period reasonable (i.e., shorter periods for unstable households; longer periods for stable households)? [7 CFR 253.7(b)(2); FNS Handbook 501, Sections 5110-5112]

		Disqualification

		1.       Does the casefile of a substantiated IPV contain clear and convincing evidence demonstrating that the household member committed one or more acts of IPV? [7 CFR 253.8(a); FNS Handbook 501, Section 5800]

		Household Claims

		1.       Did the ITO/State agency properly establish a claim on any overissuance of more than $125? [7 CFR 253.9(a); FNS Handbook 501, Section 5600 and 5610]

		Fair Hearings

		1.       Was the fair hearing conducted and the household notified of the decision within 60 days of the request for the hearing? [7 CFR 253.7(h); FNS Handbook 501, Section 5500-5591]

		Issuance

		1.       Is the issuance receipt card or sheet signed by the household? [7 CFR 253.10(c)(14); FNS Handbook 501, Sections 8140, 8340, and 8410]

		2.       Are authorized representatives properly documented in the participant file? [7 CFR 253.7(a)(10); FNS Handbook 501, Sections 3434 and 3435]

		Case File Documentation

		1.       Did the case file contain a completed application including appropriate worksheets, documentation of verification, and notices? [FNS Handbook 501, Sections 1510 and 3550]
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FDPIR ME Module – Certification Case File Review

Instructions: Review the certification case files using the Certification File Review Worksheet.  Complete the worksheet by answering YES, NO, or N/A for each question for each household case file reviewed. A “No” mark for any applicable question in the chart below results in a finding.

		HOUSEHOLD NAME

		



		HOUSEHOLD SIZE

		



		CERTIFICATION SITE

		



		APPLICATION PROCESSING

		YES

		NO

		N/A

		Notes



		1. Is application signed and dated?  [7 CFR 253.7(a)(3); FNS Handbook 501, Sections 3120 and 3140]     

		

		

		

		



		2. Was the recipient informed of their rights/responsibilities, including reporting requirements? [7 CFR 253.7(a)(5); FNS Handbook 501, Sections 3100 and 3600]

		

		

		

		



		3. Was the household’s application properly processed on an expedited basis? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3340, 3509, and 5132]

		

		

		

		



		4. If household was certified on an expedited basis, was verification completed prior to the issuance of benefits in any subsequent month? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3340, 3509, and 5132]

		

		

		

		



		5. Was the household properly certified in accordance with the procedures for categorically eligible households (i.e., all household members are receiving TANF, SSI (except in “cash-out” States), and/or General Assistance)? [7 CFR 253.6(c); FNS Handbook 501, Sections 4300-4330]

		

		

		

		



		6. If the household applied for recertification in the last month of its certification period, was the household provided the opportunity to receive benefits without interruption? [7 CFR 253.7(d); FNS Handbook 501, Section 5300]

		

		

		

		



		7. If the household was certified for one month pending verification of income, did the ITO/State agency complete the verification of income prior to issuing benefits in any subsequent month? [7 CFR 253.7(a)(8); FNS Handbook 501, Sections 3320 and 5101]

		

		

		

		



		8. Was a written notice of eligibility or notice of denial provided to the household within the required timeframes (i.e., 1 working day for expedited service; 7 working days for non-expedited cases)? [7 CFR 253.7(b)(3); FNS Handbook 501, Sections 5130 and 5211]

		

		

		

		



		9. Did the ITO/State agency take prompt action on all reported household changes? [7 CFR 253.7(c); FNS Handbook 501, Sections 5140-5143 and 5150 - 5153]

		

		

		

		



		APPLICATION PROCESSING



		Comments: 



		DUAL PARTICIPATION VERIFICATION

		YES

		NO

		N/A

		Notes



		1. Was a check for dual participation conducted and documented? [7 CFR 253.7 (e); FNS Handbook 501, Sections 1370 and 5410]

		

		

		

		



		2. During verification with the corresponding SNAP agency where any members of the household found to be certified in both FDPIR and SNAP during the same period? [7 CFR 253.7 (e); FNS Handbook 501, Sections 1370 and 5410]

		

		

		

		



		Comments: 



		
ELIGIBILITY DETERMINATION 

		YES

		NO

		N/A

		Notes



		1. Is the household composition correct? [7 CFR 253.6(a); FNS Handbook 501, Sections 3400-3417 and 4220]

		

		

		

		



		2. Was residency verified? [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 3512, 4210, and 4212]

		

		

		

		



		3. If the household resides in an approved near area or approved service area in Oklahoma, was the tribal membership of at least one household member verified?  [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 4210 and 4212]

		

		

		

		



		4. Was all non-excluded gross income verified and documented in the case file? [7 CFR 253.6(e) and 253.7(a)(6); FNS Handbook 501, Sections 3500-3530, 3540, 3550,  4520, 4530, and 4540]

		

		

		

		



		5. If the household claimed zero income, was proper documentation obtained (e.g., zero income form used)? [FNS Handbook 501, Section 3533]

		

		

		

		



		6. Was the income of disqualified household members properly counted in the eligibility determination? [7 CFR 253.7(d)(2)(ii)(G) and 253.7(f)(2); FNS Handbook 501, Sections 4530 , 4550, and 4730]

		

		

		

		



		ELIGIBILITY DETERMINATION 

		YES

		NO

		N/A

		Notes



		7. If earned income was reported, were wage statements for a full month obtained? [7 CFR 253.7(b)(1); FNS Handbook 501, Section 3531]

		

		

		

		



		8. Was fluctuating income properly calculated? [7 CFR 253.7(b)(1); FNS Handbook 501, Sections 4600, 4611, 4612, and 4622]

		

		

		

		



		9. Was gross self-employment income and the costs of producing self-employment income properly determined? [7 CFR 253.7(b)(1)(iii); FNS Handbook 501, Sections 4720-4727]

		

		

		

		



		10. Are per capita or other lump-sum payments counted as appropriate (i.e. monthly per capita payments or monthly recurring lump-sum payments counted as unearned income and non-monthly per capita payments or non-monthly lump-sum payments excluded from income)? [7 CFR 253.6(d)(2)(i)(f) and 253.6(d)(3)(viii) and (xii); FNS Handbook 501, Sections 4530, 4549, and 4640]

		

		

		

		



		11. Are resources excluded as income (e.g., cash on-hand, money in checking or saving accounts, stocks, bonds, saving certificates)? [FNS Handbook 501, Section 4400]

		

		

		

		



		12. Was the correct conversion factor used (i.e., 4.3 weekly and 2.15 bi-weekly)? [FNS Handbook 501, Section 4621]

		

		

		

		



		13. Was the 20 percent earned income deduction properly applied?  [7 CFR 253.6(e); FNS Handbook 501, Sections 4551, 4640, and 4727]

		

		

		

		



		14. Was unearned income determined properly? [7 CFR 253.6(d)(2)(ii); FNS Handbook 501, Sections 3534, 4530, 4551]

		

		

		

		



		15. Was student income properly determined? [7 CFR 253.6(d)(3)(iii) and (vii); FNS Handbook 501, Sections 4530, 4543, 4544, and 4710-4711]

		

		

		

		



		16. Was the dependent care income deduction properly applied? [7 CFR 253.6(e)(2); FNS Handbook 501, Sections 3539, 4552, 4630, and 4640]

		

		

		

		



		17. Was the child support income deduction properly verified and applied? [7 CFR 253.6(e)(3); FNS Handbook 501, Sections 3539, 4553, 4630, and 4640]

		

		

		

		



		18. Was the medical expense income deduction properly verified and applied? [7 CFR 253.6(e)(4); FNS Handbook 501, Sections 3539, 4554, 4630, and 4640]

		

		

		

		



		ELIGIBILITY DETERMINATION 

		YES

		NO

		N/A

		Notes



		19. Was the shelter/utility standard income deduction verified and properly applied? [7 CFR 253.6(e)(5); FNS Handbook 501, Sections 3539, 4555, 4630, and 4640]

		

		

		

		



		20. Was the net income calculated correctly? [7 CFR 253.7(b); FNS Handbook 501, Sections 4640 and 4727]

		

		

		

		



		21. Was the eligibility determination correct (i.e., household’s net monthly income compared to the income eligibility standard for the appropriate household size)? [7 CFR 253.7(b)(1)(vi); FNS Handbook 501, Sections 4640 and Exhibit M]

		

		

		

		



		22. 
If eligible, was the household's assigned certification period reasonable (i.e., shorter periods for unstable households; longer periods for stable households)? [7 CFR 253.7(b)(2); FNS Handbook 501, Sections 5110-5112]

		

		

		

		



		DISQUALIFICATION 

		YES

		NO

		N/A

		Notes



		1. Does the case file of a substantiated IPV contain clear and convincing evidence demonstrating that the household member committed one or more acts of IPV? [7 CFR 253.8(a); FNS Handbook 501, Section 5800]

		

		

		

		



		Comments: 



		HOUSEHOLD CLAIMS

		YES

		NO

		N/A

		Notes



		1. Did the ITO/State agency properly establish a claim on any overissuance of more than $125? [7 CFR 253.9(a); FNS Handbook 501, Section 5600 and 5610]

		

		

		

		



		Comments: 



		FAIR HEARINGS

		YES

		NO

		N/A

		Notes



		1. Was the fair hearing conducted and the household notified of the decision within 60 days of the request for the hearing? [7 CFR 253.7(h); FNS Handbook 501, Section 5500-5591]

		

		

		

		



		



		FAIR HEARINGS



		[bookmark: _GoBack]Comments: 



		ISSUANCE

		YES

		NO

		N/A

		Notes



		1. Is the issuance receipt card or sheet signed by the household? [7 CFR 253.10(c)(14); FNS Handbook 501, Sections 8140, 8340, and 8410]

		

		

		

		



		2. Are authorized representatives properly documented in the participant file? [7 CFR 253.7(a)(10); FNS Handbook 501, Sections 3434 and 3435]

		

		

		

		



		Comments: 



		CASE FILE DOCUMENTATION

		YES

		NO

		N/A

		Notes



		1. Did the case file contain a completed application including appropriate worksheets, documentation of verification, and notices? [FNS Handbook 501, Sections 1510 and 3550]

		

		

		

		



		Comments: 



		CASE FILE REVIEW COMMENTS
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FDPIR ME Module – Certification Case File Review

Instructions: Review the certification case files using the Certification File Review Worksheet.  Complete the worksheet by answering YES, NO, or N/A for each question for each household case file reviewed. A “No” mark for any applicable question in the chart below results in a finding.

		HOUSEHOLD NAME

		

		

		

		

		



		HOUSEHOLD SIZE

		

		

		

		

		



		CERTIFICATION SITE

		

		

		

		

		



		APPLICATION PROCESSING

		YES/NO/NA

		YES/NO/NA

		YES/NO/NA

		YES/NO/NA

		YES/NO/NA



		1. Is application signed and dated?  [7 CFR 253.7(a)(3); FNS Handbook 501, Sections 3120 and 3140]     

		

		

		

		

		



		2. Was the recipient informed of their rights/responsibilities, including reporting requirements? [7 CFR 253.7(a)(5); FNS Handbook 501, Sections 3100 and 3600]

		

		

		

		

		



		3. Was the household’s application properly processed on an expedited basis? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3340, 3509, and 5132]

		

		

		

		

		



		4. If household was certified on an expedited basis, was verification completed prior to the issuance of benefits in any subsequent month? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3340, 3509, and 5132]

		

		

		

		

		



		5. Was the household properly certified in accordance with the procedures for categorically eligible households (i.e., all household members are receiving TANF, SSI (except in “cash-out” States), and/or General Assistance)? [7 CFR 253.6(c); FNS Handbook 501, Sections 4300-4330]

		

		

		

		

		



		6. If the household applied for recertification in the last month of its certification period, was the household provided the opportunity to receive benefits without interruption? [7 CFR 253.7(d); FNS Handbook 501, Section 5300]

		

		

		

		

		



		7. If the household was certified for one month pending verification of income, did the ITO/State agency complete the verification of income prior to issuing benefits in any subsequent month? [7 CFR 253.7(a)(8); FNS Handbook 501, Sections 3320 and 5101]

		

		

		

		

		



		8. Was a written notice of eligibility or notice of denial provided to the household within the required timeframes (i.e., 1 working day for expedited service; 7 working days for non-expedited cases)? [7 CFR 253.7(b)(3); FNS Handbook 501, Sections 5130 and 5211]

		

		

		

		

		



		APPLICATION PROCESSING

		YES/NO/NA

		YES/NO/NA

		YES/NO/NA

		YES/NO/NA

		YES/NO/NA



		9. Did the ITO/State agency take prompt action on all reported household changes? [7 CFR 253.7(c); FNS Handbook 501, Sections 5140-5143 and 5150 - 5153]

		

		

		

		

		



		Comments: 



		DUAL PARTICIPATION VERIFICATION

		YES/NO/NA

		YES/NO/NA

		YES/NO/NA

		YES/NO/NA

		YES/NO/NA



		1. Was a check for dual participation conducted and documented? [7 CFR 253.7 (e); FNS Handbook 501, Sections 1370 and 5410]

		

		

		

		

		



		2. During verification with the corresponding SNAP agency where any members of the household found to be certified in both FDPIR and SNAP during the same period? [7 CFR 253.7 (e); FNS Handbook 501, Sections 1370 and 5410]

		

		

		

		

		



		Comments:



		
ELIGIBILITY DETERMINATION 

		YES/NO/NA

		YES/NO/NA

		YES/NO/NA

		YES/NO/NA

		YES/NO/NA



		1. Is the household composition correct? [7 CFR 253.6(a); FNS Handbook 501, Sections 3400-3417 and 4220]

		

		

		

		

		



		2. Was residency verified? [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 3512, 4210, and 4212]

		

		

		

		

		



		3. If the household resides in an approved near area or approved service area in Oklahoma, was the tribal membership of at least one household member verified?  [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 4210 and 4212]

		

		

		

		

		



		4. Was all non-excluded gross income verified and documented in the case file? [7 CFR 253.6(e) and 253.7(a)(6); FNS Handbook 501, Sections 3500-3530, 3540, 3550,  4520, 4530, and 4540]

		

		

		

		

		



		5. If the household claimed zero income, was proper documentation obtained (e.g., zero income form used)? [FNS Handbook 501, Section 3533]

		

		

		

		

		



		ELIGIBILITY DETERMINATION 

		YES/NO/NA

		YES/NO/NA

		YES/NO/NA

		YES/NO/NA

		YES/NO/NA



		6. Was the income of disqualified household members properly counted in the eligibility determination? [7 CFR 253.7(d)(2)(ii)(G) and 253.7(f)(2); FNS Handbook 501, Sections 4530 , 4550, and 4730]

		

		

		

		

		



		7. If earned income was reported, were wage statements for a full month obtained? [7 CFR 253.7(b)(1); FNS Handbook 501, Section 3531]

		

		

		

		

		



		8. Was fluctuating income properly calculated? [7 CFR 253.7(b)(1); FNS Handbook 501, Sections 4600, 4611, 4612, and 4622]

		

		

		

		

		



		9. Was gross self-employment income and the costs of producing self-employment income properly determined? [7 CFR 253.7(b)(1)(iii); FNS Handbook 501, Sections 4720-4727]

		

		

		

		

		



		10. Are per capita or other lump-sum payments counted as appropriate (i.e. monthly per capita payments or monthly recurring lump-sum payments counted as unearned income and non-monthly per capita payments or non-monthly lump-sum payments excluded from income)? [7 CFR 253.6(d)(2)(i)(f) and 253.6(d)(3)(viii) and (xii); FNS Handbook 501, Sections 4530, 4549, and 4640]

		

		

		

		

		



		11. Are resources excluded as income (e.g., cash on-hand, money in checking or saving accounts, stocks, bonds, saving certificates)? [FNS Handbook 501, Section 4400]

		

		

		

		

		



		12. Was the correct conversion factor used (i.e., 4.3 weekly and 2.15 bi-weekly)? [FNS Handbook 501, Section 4621]

		

		

		

		

		



		13. Was the 20 percent earned income deduction properly applied?  [7 CFR 253.6(e); FNS Handbook 501, Sections 4551, 4640, and 4727]

		

		

		

		

		



		14. Was unearned income determined properly? [7 CFR 253.6(d)(2)(ii); FNS Handbook 501, Sections 3534, 4530, 4551]

		

		

		

		

		



		15. Was student income properly determined? [7 CFR 253.6(d)(3)(iii) and (vii); FNS Handbook 501, Sections 4530, 4543, 4544, and 4710-4711]

		

		

		

		

		



		16. Was the dependent care income deduction properly applied? [7 CFR 253.6(e)(2); FNS Handbook 501, Sections 3539, 4552, 4630, and 4640]

		

		

		

		

		



		ELIGIBILITY DETERMINATION 

		YES/NO/NA

		YES/NO/NA

		YES/NO/NA

		YES/NO/NA

		YES/NO/NA



		17. Was the child support income deduction properly verified and applied? [7 CFR 253.6(e)(3); FNS Handbook 501, Sections 3539, 4553, 4630, and 4640]

		

		

		

		

		



		18. Was the medical expense income deduction properly verified and applied? [7 CFR 253.6(e)(4); FNS Handbook 501, Sections 3539, 4554, 4630, and 4640]

		

		

		

		

		



		19. Was the shelter/utility standard income deduction verified and properly applied? [7 CFR 253.6(e)(5); FNS Handbook 501, Sections 3539, 4555, 4630, and 4640]

		

		

		

		

		



		20. Was the net income calculated correctly? [7 CFR 253.7(b); FNS Handbook 501, Sections 4640 and 4727]

		

		

		

		

		



		21. Was the eligibility determination correct (i.e., household’s net monthly income compared to the income eligibility standard for the appropriate household size)? [7 CFR 253.7(b)(1)(vi); FNS Handbook 501, Sections 4640 and Exhibit M]

		

		

		

		

		



		22. 
If eligible, was the household's assigned certification period reasonable (i.e., shorter periods for unstable households; longer periods for stable households)? [7 CFR 253.7(b)(2); FNS Handbook 501, Sections 5110-5112]

		

		

		

		

		



		DISQUALIFICATION 

		YES/NO/NA

		YES/NO/NA

		YES/NO/NA

		YES/NO/NA

		YES/NO/NA



		1. Does the case file of a substantiated IPV contain clear and convincing evidence demonstrating that the household member committed one or more acts of IPV? [7 CFR 253.8(a); FNS Handbook 501, Section 5800]

		

		

		

		

		



		Comments: 



		HOUSEHOLD CLAIMS

		YES/NO/NA

		YES/NO/NA

		YES/NO/NA

		YES/NO/NA

		YES/NO/NA



		1. Did the ITO/State agency properly establish a claim on any overissuance of more than $125? [7 CFR 253.9(a); FNS Handbook 501, Section 5600 and 5610]

		

		

		

		

		



		Comments:



		FAIR HEARINGS

		YES/NO/NA

		YES/NO/NA

		YES/NO/NA

		YES/NO/NA

		YES/NO/NA



		1. Was the fair hearing conducted and the household notified of the decision within 60 days of the request for the hearing? [7 CFR 253.7(h); FNS Handbook 501, Section 5500-5591]

		

		

		

		

		



		Comments:



		ISSUANCE

		YES/NO/NA

		YES/NO/NA

		YES/NO/NA

		YES/NO/NA

		YES/NO/NA



		1. Is the issuance receipt card or sheet signed by the household? [7 CFR 253.10(c)(14); FNS Handbook 501, Sections 8140, 8340, and 8410]

		

		

		

		

		



		2. Are authorized representatives properly documented in the participant file? [7 CFR 253.7(a)(10); FNS Handbook 501, Sections 3434 and 3435]

		

		

		

		

		



		Comments:



		CASE FILE DOCUMENTATION

		YES/NO/NA

		YES/NO/NA

		YES/NO/NA

		YES/NO/NA

		YES/NO/NA



		1. Did the case file contain a completed application including appropriate worksheets, documentation of verification, and notices? [FNS Handbook 501, Sections 1510 and 3550]

		

		

		

		

		



		Comments:



		CASE FILE REVIEW COMMENTS
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FDPIR Inventory Calculator Instructions 


Page 1 of 3  Updated 9/16/2014 
 


 
 


 
Completing the Calculator 


STEP 1 – Download FNS-152s and USDA Food orders for the ITO being reviewed. 


• From the Food Programs Reporting System (FPRS), download the three most recently 
available FNS-152s. 


• From WBSCM, download all ITO orders from the first day after the most recent 152 
reporting month until the last day of the month you are reviewing.  For example, if 
reviewing inventories through October 31 and using FNS-152s from May, June, and July, 
download WBSCM orders from August 1 through October 31. 


– For multi-food Orders, use the “Multi-Food Requisition Report” (Found under: 
Reports → Order Processing →Detailed Navigation → “Multi-Food Requisition 
Report”). 


– For direct orders, use the “Order Status Report” (Found under:  Reports → Order 
Processing → Detailed Navigation → “Order Status Report”).   


– Review the orders and delete any rows that show “Cancelled” in the “Status Text” 
Column (Column D for direct orders, Column A for multi-food orders). 
 


STEP 2 –  Copy and paste the FNS-152 reports into the following three Inventory Calculator 
tabs:  “Most Recent FNS-152 (Month 1)”, “2nd Most Recent 152 (Month 2)”, and 
“3rd Most Recent 152 (Month 3)”.  Make sure that the newest FNS-152 is in the tab 
labeled “Most Recent”.  For example, if using FNS-152s from May, June, and July, 
copy and paste the July FNS-152 into the tab labeled “Most Recent.” 


 
STEP 3 –  Copy and paste the downloaded multi-food orders into the “Multi Orders” Tab.  If 


the ITO being reviewed receives direct orders, copy and paste the direct orders into 
the “Direct Orders” tab.   


 
STEP 4 – Enter the ITO Name and Calculator Dates to the yellow cells as follows: 


• Cell B1 – Fill in the name of the ITO being reviewed. 


• Cell E2 – Enter the last day of the most recent FNS-152 reporting month.   For example, 
if the most recent FNS-152 is for July 2014, put in “07/31/2014”.  


 


This Inventory Calculator is intended for use by USDA Food and Nutrition Service (FNS) 
Regional Office (RO) staff only.  The Inventory Calculator combines data submitted by Indian 
Tribal Organizations (ITOs) on the FNS-152 with Web-Based Supply Chain Management 
System (WBSCM) food orders to provide an estimated months-on-hand inventory level.  Per 
FNS Handbook 501, recommended inventory levels are 1.5 to 3 months by food category. 


FDPIR INVENTORY CALCULATOR INSTRUCTIONS 
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STEP 4 (CONTINUED) 


• Cell E3 – Enter the Calculator end date.  This date should always be the last day of the 
month.   For example, if you are reviewing inventories as of October, put 
in“10/31/2014”.   


NOTE:  If no orders are available put in the last day of the most recent FNS-152 report 
(the same date as you put in “Cell E2”). 


 


STEP 5 – Check the Calculator for errors.   


 Is the date entered into Cell E2 the last day of the month for the FNS-152 pasted into 
the “Most Recent FNS-152 (Month 1) tab?  (This date MUST be correct for the Calculator 
to provide an accurate inventory estimate.) 


 Is the date entered into Cell E3 the last day of the month for which you have included 
orders? 


 Are the three most recent FNS-152s pasted into the correct Calculator tabs?  Is this data 
showing up in the “Units in Inventory” column on the calculator? 


 Are all multi-foods and direct orders pasted into the correct tabs?  Is this data showing 
up in the “Units on Order” column on the calculator? 


 Are all of the included orders dated AFTER the most recent FNS-152 month? 


 Are all cancelled orders removed (“Direct Orders” and “Multi Orders” tabs)? 


 Are the included orders from the correct ITO?  (Make sure no orders from additional 
ITOs were inadvertently left in or added to either the “Direct Orders” or “Multi Orders” 
Tab.) 


 


STEP 6 (OPTIONAL) – Enter participation increases/decreases and case order adjustments. 


• Participation – Cell E4 – If you want to see the impact of an increase or decrease in 
participation on inventory levels, enter the anticipated percentage change in 
participation here. 


• Order Adjustments – Column V – If you would want to see the impact of increasing 
orders or cancelling orders, enter the number of cases ordered or cancelled (use a 
negative number) for each product line. 


 


Due Dates 


FNS RO Inventory Calculator Due Dates to Food Distribution Division (FDD) 


Inventory Calculator Due Date*  Inventory Calculator End Date 
April 15 April 30 
October 15 October 31 
* Completed Inventory Calculators for all ITOs should be submitted by email to 


FDPIRInventories – FNS@fns.usda.gov twice annually, in April and October.  The due 
date is the 15th of the month.  If the 15th falls on a weekend or holiday, the due date 
will be the next business day following the weekend or holiday. 



mailto:FDPIRInventories-FNS@fns.usda.gov
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Analysis Tips 
 


NOTE:  There are a number of hidden columns and rows throughout the document.  To better 
see how the Calculator works and to see other included information you can unhide additional 
columns and rows.  If you choose to expand the view, note that the columns with blue shaded 
headings are the hidden ones.  The columns with gray shaded headings are the default view.  
The “Inventory Tables” and “DoD Fresh Tables” tabs include summary tables of the Nutrition 
Education, Food Loss, and Loss/Gain Adjustments information reported on the FNS-152s. 


Comparing the Calculator’s two months-on-hand inventory level estimates – The Calculator 
shows two different months-on-hand inventory estimates, Columns M and S.  Column M 
calculates the months-on-hand estimate by the “Take Rate Method”.  This method is based on 
the three month average issuance of each product, as reported on the FNS-152s.  Column S 
calculates the months-on-hand estimate by the “Max Guide Rate Method”.  This method is 
based on the average participation, as reported on the FNS-152s, and the FDPIR Monthly 
Distribution Guide Rates.  In general, the Take Rate Method provides the most accurate picture 
of inventory levels because it is based on the actual amounts issued of each product.  Many 
participants choose not to take the full amount in every food package category, so the Take 
Rate Method will often be higher than the Max Guide Rate Method estimate.   


When reviewing the Calculator, check if the Take Rate Method estimate (Column M) is 
significantly higher than Max Guide Rate Method estimate (Column S) – A large gap may 
mean that there was a zero or very low issuance of a food package category on one or more of 
the FNS-152s.  Unhide Column G to check if the issuance amount on the most recent FNS-152 is 
drastically higher or lower than the average monthly issuance in Column J.  A big gap between 
the most recent monthly issuance and the average issuance may signal a zero or very low 
issuance in that category.  Consult the FNS-152s to evaluate. 


The Take Rate Method estimate should never be significantly lower than the Max Guide Rate 
Method estimate – This would signal an over issuance of products in that food package 
category.  Compare the average monthly issuance amounts (Column J) to the maximum 
monthly issuance amounts (Column P).    


The Max Guide Rate Method estimate for Oil/Butter and UHT/NFD Milk is less precise than 
other categories – These food package categories have significant variance in the per person 
average issuance amounts for the different products in each category.  The Max Guide Rate 
Method takes into account the proportion of each type of product issued to participants to 
account for this, but the estimate for these categories is accordingly less precise.   


Look for categories that display a months-on-hand estimate of “N/A” in Column M – “N/A” 
displays in Column M when the average monthly issuance (Column J) is zero.  A zero average 
monthly issuances means that no product in that category was reported as issued on any of the 
FNS-152s in the Calculator.  Consult the FNS-152s to confirm. 
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FDPIR Inventory Calculator 1.1.xlsx
Inventory Estimates

		Indian Tribal Organization:

		Most Recent FNS 152 End Date:								MM/DD/YYYY										Average Monthly Participation:																																		COLOR KEY: The months on-hand levels shown for each food package category in Columns M & S are color coded to show if they are outside of  recommended inventory levels or above the regulatory limit of six months on-hand.

		Calculator End Date:								MM/DD/YYYY										Month 1:				Month 2:		Month 3:						Average:										w/ % Change:

		Expected Participation Increase or Decrease (Optional +/-):								0%										-				-		-						0										0

		Number of Months In Calculator Period:								ERROR:#VALUE!

		Number of Days:								ERROR:#VALUE!



		USDA Food Item				Units in Inventory		Units on Order		Total Units Available				INVENTORY LEVELS BY AVG. ISSUANCE (FNS-152 REPORTED / "Take Rates")																		INVENTORY LEVELS BY AVG. PARTICIPATION &                    MAX GUIDE RATES										Optional Enter Cases (+/-) to See How an Order or Cancellation Would Impact Inventories  		Additional Units To Be Ordered										Less than 1 Month 						1 to 3 Months						Between 3 and  6 Months						Above 6 Months

														Issuance on Most Recent 152		Total Issued On All FNS-152s		Average Monthly Issuance (Before Any Participation Increases)		Average Monthly Issuance		Units Needed Between:		Estimated Units in Inventory On:		EST. MONTHS ON-HAND		ESTIMATED ON HAND BY MOST RECENT 152 TAKE RATE				Maximum Monthly Issuance 		Units Needed Between:		Estimated Units in Inventory On:		EST. MONTHS ON-HAND								Per Person Per Month Issuance Amounts		Package Size to Food Package Unit		Proportion of Each Product Issued

																						MM/DD/YYYY												MM/DD/YYYY																				MONTHLY GUIDE RATES & NOTES

																						and												and

																						MM/DD/YYYY		MM/DD/YYYY										MM/DD/YYYY		MM/DD/YYYY

		Corn Flakes - All				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-										1						1 unit per person

		Corn Flakes - 12 / 18 oz				-		-		-				-		-		-		-		-		-		-		-				-		-		-		-						0

		Corn Flakes - 8 / 18 oz				-		-		-				-		-		-		-		-		-		-		-				-		-		-		-						0

		Corn Flakes - 14 / 16 oz				-		-		-				-		-		-		-		-		-		-		-				-		-		-		-						0

		Corn Rice Biscuits - 12 oz				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1

		Corn Squares - 14 oz				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1

		Oat Circles - All				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-										1

		Oat Circles - 12 / 14 oz				-		-		-				-		-		-		-		-		-		-		-				-		-		-		-						0

		Oat Circles - 10 / 18 oz				-		-		-				-		-		-		-		-		-		-		-				-		-		-		-						0

		Oat Circles - 8 / 18 oz				-		-		-				-		-		-		-		-		-		-		-				-		-		-		-						0

		Rice Crisp - All				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-										1

		Rice Crisps  - 14 / 12 oz				-		-		-				-		-		-		-		-		-		-		-				-		-		-		-						0

		Rice Crisps  - 16 / 12 oz				-		-		-				-		-		-		-		-		-		-		-				-		-		-		-						0

		Rice Crisps  - 8 / 18 oz				-		-		-				-		-		-		-		-		-		-		-				-		-		-		-						0

		Wheat Bran Flakes - 16, 17.3 or 18 oz				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-										1

		Wheat Bran Flakes - 12 / 16 oz				-		-		-				-		-		-		-		-		-		-		-				-		-		-		-						0

		Wheat Bran Flakes - 14 / 17.3 oz				-		-		-				-		-		-		-		-		-		-		-				-		-		-		-						0

		Wheat Bran Flakes - 14 / 18 oz				-		-		-				-		-		-		-		-		-		-		-				-		-		-		-						0

		TOTAL CEREAL				0		0		0				0		0		0		0		0		0		N/A		N/A				0		0		0		N/A								1



		Farina - 14 oz				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1						1 unit per person

		Quick Oats - 42 oz				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1

		TOTAL OATS/FARINA				0		0		0				0		0		0		0		0		0		N/A		N/A				0		0		0		N/A								1



		Egg Noodles - 1 lb				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1						 5 lbs. per person; three 7.25 oz of Macaroni & Cheese are treated as 1 lb.  

		Macaroni - 1 lb				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-										1

		Macaroni - 24 / 1 lb				-		-		-				-		-		-		-		-		-		-		-				-		-		-		-						0

		Macaroni - 20 / 1 lb				-		-		-				-		-		-		-		-		-		-		-				-		-		-		-						0

		Macaroni & Cheese - 7.25 oz				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				3						 * The totals shown in Row 53 reflect an adjustment to individual unit amounts to account for  differences in package sizes.  For example, the number of Macaroni & Cheese units was reduced by 1/3 before calculating a total on-hand estimate, because 3 boxes of the Macaroni & Cheese are treated as 1 pound.  2 lb unit numbers were doubled.

		Rice - 2 lb				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				0.5

		Spaghetti - 2 lb				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				0.5

		Spaghetti - 1 lb				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1

		Whole Grain Rotini - 1 lb				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1

		UNADJUSTED TOTALS				0		0		0				0		0		0		0		0		0



		Egg Noodles - 1 lb				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-

		Macaroni - 1 lb				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-

		Macaroni & Cheese - 7.25 oz				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-

		Rice - 2 lb				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-

		Spaghetti - 2 lb				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-

		Spaghetti - 1 lb				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-

		Whole Grain Rotini - 1 lb				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-

		TOTAL PASTA/RICE (WEIGHTED FOR PACKAGE SIZES)*				0		0		0				0		0		0		0		0		0		N/A		N/A				0		0		0		N/A								5



		All Purpose Flour - 5 lb				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1						2 units per person.

		Cornmeal - 5 lb				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1

		Whole Wheat Flour - 5 lb				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1

		TOTAL CORNMEAL/FLOUR				0		0		0				0		0		0		0		0		0		N/A		N/A				0		0		0		N/A								2



		BAKERY MIX - 5 lb				0		0		0				0		0		0		0		0		0		N/A		N/A				0		0		0		N/A						0		0.29		1						Varies with household size; average across all household sizes is .29 units per person.



		SALTINE CRACKERS - 1 lb				0		0		0				0		0		0		0		0		0		N/A		N/A				0		0		0		N/A						0		1		1						1 unit per person.



		Canned Carrots				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1						11 units per person. 1 lb of Fresh equals 1 unit.

		Canned Corn, Creamed				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1

		Canned Corn, Whole Kernel				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1

		Canned Green Beans				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1

		Canned Hominy 				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1

		Canned Peas				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1

		Canned Potates, Sliced				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1						* The estimated on-hand vegetable total shown in the  GREY row includes canned items in inventory and on-order.  It does not include DoD Fresh.                                                                                                                                                                                            The GREEN row provides an estimate of the months on-hand for all vegetables (including both DoD Fresh and canned vegetables) as of the latest FNS-152 end date.  Orders are not reflected in the GREEN row.

		Canned Pumpkin				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1

		Canned Spaghetti Sauce, Meatless				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1

		Canned Spinach				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1

		Canned Sweet Potatoes				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1

		Canned Tomato Sauce				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1

		Canned Tomatoes, Diced				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1

		Canned Vegetable Mix				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1

		Dehydrated Potatoes				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1

		Canned Vegetables (DoD Fresh Not Included)*				0		0		0				0		0		0		0		0		0		N/A		N/A				-		-		-		-								11

		DoD Fresh Veg Inventory (in Pounds)*:				0		N/A		N/A				0		0		0		0		0		0		N/A		N/A				-		-		-		-

		TOTAL VEG INVENTORY ON		MM/DD/YYYY		0		N/A		N/A				0		0		0		0		0		0		N/A		N/A				0		0		0		N/A								11



		Beef Stew				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1						 3 units per person.

		Cream of Chicken Soup				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1

		Cream of Mushroom Soup				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1

		Tomato Soup				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1

		Vegetable Soup				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1

		TOTAL SOUPS				0		0		0				0		0		0		0		0		0		N/A		N/A				0		0		0		N/A								3



		Canned Applesauce				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1						10 units per person.  1 lb. of Fresh is treated as 1 unit.

		Canned Apricots				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1

		Canned Cranberry Sauce				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1

		Canned Mixed Fruit				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1						* The estimate of the fruit inventory level shown in GREY row includes only canned/dried items in inventory and on-order.  It does not include DoD Fresh.                                               The GREEN row provides an estimate of the months on-hand for all fruit (including both DoD Fresh and canned/dried fruit) as of the latest FNS-152 end date.  Orders are not reflected in the GREEN row.  

		Canned Peaches				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1

		Canned Pears				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1

		Dried Plums - 1 lb				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1

		Raisins - 15 oz				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1

		CANNED & DRY FRUIT (DoD Fresh Not Included)				0		0		0				0		0		0		0		0		0		N/A		N/A				-		-		-		-								10

		DoD Fresh Fruit Inventory (In Pounds)*:				0		N/A		N/A				0		0		0		0		0		0		N/A		N/A				-		-		-		-

		TOTAL FRUIT INVENTORY ON		MM/DD/YYYY		0		N/A		N/A				0		0		0		0		0		0		N/A		N/A				0		0		0		N/A								10



		Apple Juice				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1						2 units per person.

		Cranberry Juice				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1

		Grape Juice				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1

		Grapefruit Juice				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1

		Orange Juice				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1

		Tomato Juice				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1

		TOTAL JUICES				0		0		0				0		0		0		0		0		0		N/A		N/A				0		0		0		N/A								2



		Beef, Canned - 24 oz				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1						3 units per person.  2 canned products 16 oz or smaller are treated as 1 unit; 2 ground beef chubs are treated as 1 unit; Individual frozen chicken packs, beef and turkey roasts, and cans larger than 16 oz. are treated as 1 unit each.

		Beef, Ground Frozen - 1 lb				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				2

		Beef, Roast Frozen - 2 lb				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1

		Chicken, Canned - All				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-										2

		Chicken, Canned - 48 / 12.5 oz				-		-		-				-		-		-		-				-		-		-				-		-		-		-						0

		Chicken, Canned - 24 / 16 or 15 oz				-		-		-				-		-		-		-				-		-		-				-		-		-		-						0

		Chicken, Canned - 12 / 15 oz				-		-		-				-		-		-		-				-		-		-				-		-		-		-						0										 * The totals shown in Row 145 reflect an adjustment to individual unit amounts to account for  differences in package sizes.  For example, the number of ground beef chub units are divided by 1/2, because 2 of each of these items equals 1 guide rate unit.

		Chicken, Frozen - Whole & Breast				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1

		Chicken, Whole Frozen -4 lbs				-		-		-				-		-		-		-		-		-		-		-				-		-		-		-						0

		Chicken Breast, Frozen - 5 lbs				-		-		-				-		-		-		-		-		-		-		-				-		-		-		-						0

		Chicken, Cut-Up Frozen - 3-5.5 lb				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1

		Salmon, Canned - 14.75 oz				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				2

		Turkey Breast, Cooked - 3.25 lb				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1

		Bison, Stew Meat Frozen - 1 lb				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				2

		Buffalo, Ground Frozen - 1 lb				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				2

		Buffalo, Stew Meat Frozen - 1 lb				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				2

		Pork Chops, Frozen - 1 lb				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				2

		Tuna, Canned - 12 oz				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				2

		Pork Ham, Frozen - 3 lb				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1

		UNADJUSTED TOTALS				0		0		0				0		0		0		0		0		0



		Beef, Canned - 24 oz				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-

		Beef, Ground Frozen - 1 lb				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-

		Beef, Roast Frozen - 2 lb				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-

		Chicken, Canned - 12.5, 15 or 16 oz				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-

		Chicken, Frozen - Whole & Breast				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-

		Chicken, Cut-Up Frozen - 3-5.5 lb				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-

		Salmon, Canned - 14.75 oz				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-

		Turkey Breast, Cooked - 3.25 lb				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-

		Bison, Stew Meat Frozen - 1 lb				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-

		Buffalo, Ground Frozen - 1 lb				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-

		Buffalo, Stew Meat Frozen - 1 lb				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-

		Pork Chops, Frozen - 1 lb				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-

		Tuna, Canned - 12 oz				0		0		0				0		0		0		0		0		0		-		-				-		-		-

		Pork Ham, Frozen - 3 lb				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-

		TOTAL MEATS (WEIGHTED FOR PACKAGE SIZE)*				0		0		0				0		0		0		0		0		0		N/A		N/A				0		0		0		N/A								3



		Canned Black Beans				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1						4 units per person.  2 lb bags of dry beans count as 2 units.

		Canned Pinto Beans				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1

		Canned Red Kidney Beans				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1

		Canned Refried Beans				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1						* The totals shown in Row 167 reflect an adjustment to individual unit amounts to account for  differences in package sizes.  For example, 2 lb bag dry bean units are doubled, because each bag equals 2 units

		Canned Vegetarian Beans				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1

		Dry Great Northern Beans - 2 lb				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				0.5

		Dry Pinto Beans - 2 lb				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				0.5

		Dry Lima Beans - 2 lb				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				0.5

		Dry Red Kidney Beans - 2 lb				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				0.5

		UNADJUSTED TOTALS				0		0		0				0		0		0		0		0		0



		Canned Black Beans				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-

		Canned Pinto Beans				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-

		Canned Red Kidney Beans				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-

		Canned Refried Beans				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-

		Canned Vegetarian Beans				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-

		Dry Great Northern Beans - 2 lb				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-

		Dry Pinto Beans - 2 lb				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-

		Dry Lima Beans - 2 lb				0		0		0				0		0		0		0		0		0		-		-

		Dry Red Kidney Beans - 2 lb				0		0		0				0		0		0		0		0		0		-		-

		TOTAL BEANS (WEIGHTED FOR PACKAGE SIZE)*				0		0		0				0		0		0		0		0		0		N/A		N/A				0		0		0		N/A								4



		EGG MIX- 6 oz				0		0		0				0		0		0		0		0		0		N/A		N/A				0		0		0		N/A						0		2		1						2 units per person.



		Fruit & Nut Mix - 1 lb				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1						1 unit per person.

		Peanut Butter - 18 oz				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1

		Roasted Peanuts - 12 or 16 oz				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1

		TOTAL PEANUTS/MIX				0		0		0				0		0		0		0		0		0		N/A		N/A				0		0		0		N/A								1



		Sliced Reduced-Fat Cheese Blend - 5 lb				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1						Varies with household size; average across all household sizes is .54 units per person.

		Block Process Am Cheese - 5 lb				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0				1

		TOTAL CHEESE				0		0		0				0		0		0		0		0		0		N/A		N/A				0		0		0		N/A								0.54



		SKIM EVAP MILK - 12 fl. oz				0		0		0				0		0		0		0		0		0		N/A		N/A				0		0		0		N/A						0		4		1						4 units per person.



		1 % UHT Milk - 32 fl. oz				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0		4		8		-				Varies with household size and product type:  4 units of UHT per person or an average of .54 units of NFD per person.  1 unit of NFD can be exchanged for 8 units of UHT.    * Because the per person issuance amounts of product vary significantly, the maximum guide rate method takes into account the proportion of each type of product issued to participants.  

		Instant Nonfat Dry Milk - 25.6 oz				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0		0.54		1		-

		UNADJUSTED TOTALS				0		0		0				0		0		0		0		0		0



		1 % UHT Milk - 32 fl. oz				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-

		Instant Nonfat Dry Milk - 25.6 oz				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-

		TOTAL MILK (WEIGHTED FOR PACKAGE SIZES)*				0		0		0				0		0		0		0		0		0		N/A		N/A				0		0		0		N/A



		Vegetable Oil - 48 oz				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0		0.60		1		-				Varies with household size and product choice.  Participants receive, on average, .60 units of vegetable oil per person, 1.69 units of buttery spread, or .67 units of butter.  Additionally, for households over 3, units can be exchanged as follows: 48 oz of oil = 45 oz of spread = 1 lb of butter.    * Because the per person issuance amounts vary significantly, the maximum guide rate method takes into account the proportion of each type of product issued to participants.   

		Buttery Spread - 15 oz				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0		1.69		3.00		-

		Butter - 16 oz				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-						0		0.67		1		-

		UNADJUSTED TOTALS				0		0		0				0		0		0		0		0		0



		Vegetable Oil - 48 oz				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-

		Buttery Spread - 15 oz				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-

		Butter - 16 oz				0		0		0				0		0		0		0		0		0		-		-				-		-		-		-

		TOTAL OIL (WEIGHTED FOR PACKAGE SIZES)*				0		0		0				0		0		0		0		0		0		N/A		N/A				0		0		0		N/A



























Most Recent FNS-152 (Month 1)



























































































































































































































































































































































2nd Most Recent 152 (Month 2)

































































































































































































































































































































































3rd Most Recent 152 (Month 3)
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Inventory Tables

		COMMODITY						FNS-152 SUMMARY TABLES:  NUTRITION EDUCATION, FOOD LOSSES & ADJUSTMENTS																														INVENTORIES												ISSUANCE

								Month 1										Month 2										Month 3										Units in Inventory		Cases Ordered (Multi-Food)		Cases Ordered (Directs)		Total Cases Ordered		Total Units Orderd (Multi & Direct)				 Issued on Most Recent 152		Total Issued on 152s

				Unit Per Case				Nutrition Education		Food Losses		Loss Adjustments		Gain Adjustments				Nutrition Education		Food Losses		Loss Adjustments		Gain Adjustments				Nutrition Education		Food Losses		Loss Adjustments		Gain Adjustments																						WBSCM CODES

								Total:		Total:		Total:		Total:				Total:		Total:		Total:		Total:				Total:		Total:		Total:		Total:				Total:		Total:		Total:		Total:		Total:				Total:		Total:

								0		0		0		0				0		0		0		0				0		0		0		0				0		0		0		0		0				0		0



		Corn Flakes - 18 oz		12				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100449		100927

		Corn Flakes - 18 oz		8				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100926

		Corn Cereal - 16 oz		14				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100447

		Corn Rice Biscuits - 12 oz		14				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100928		110265		100450

		Corn Squares - 14 oz		14				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100446

		Oat Circles - 14 oz		12				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100929

		Oat Circles - 18 oz		10				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100930

		Oat Circles - 18 oz		8				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				110133

		Rice Cereal - 12 oz		14				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				110268

		Rice Cereal - 12 oz		16				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100455		100457

		Rice Crisp - 18 oz		8				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100931

		Wheat Bran Flakes - 16 oz		12				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				110280

		Wheat Bran Flakes - 17.3 oz		14				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100462		100933

		Wheat Bran Flakes - 18 oz		14				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				110269

		TOTAL CEREAL																																				-								-





		Farina - 14 oz		24				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100473

		Quick Oats - 42 oz		12				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100465

		TOTAL OATS/FARINA																																				-								-



		Egg Noodles - 1 lb		12				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100433

		Macaroni - 1 lb		24				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100428

		Macaroni - 1 lb		20				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				110511

		Macaroni & Cheese - 7.25 oz		48				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				101024		100431

		Rice - 2 lb		30				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100492

		Spaghetti - 2 lb		12				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100426

		Spaghetti - 1 lb		20				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				110450

		Whole Grain Rotini - 1 lb		20				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100435

		TOTAL PASTA/RICE																																				-								-





		All Purpose Flour - 5 lb		8				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100400

		Cornmeal - 5 lb		8				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100471

		Whole Wheat Flour - 5 lb		8				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100410

		TOTAL CORNMEAL/FLOUR																																				-								-





		Bakery Mix - 5 lb		6				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100918





		Saltine Crackers - 1 lb		12				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100910		100403





		Canned Carrots		24				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100308

		Canned Corn, Creamed		24				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100310

		Canned Corn, Whole Kernel		24				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				110263		100311

		Canned Green Beans		24				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100306

		Canned Hominy 		24				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100904

		Canned Peas		24				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100314

		Canned Potates, Sliced		24				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100331

		Canned Pumpkin		24				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100319

		Canned Spaghetti Sauce, Meatless		24				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100335

		Canned Spinach		24				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100323

		Canned Sweet Potatoes		24				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100316

		Canned Tomato Sauce		24				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100333

		Canned Tomatoes, Diced		24				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				110262		100328

		Canned Vegetable Mix		24				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100320

		Dehydrated Potatoes		12				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100337

		TOTAL CANNED VEGETABLES																																				-								-





		Beef Stew		24				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100526

		Cream of Chicken Soup		12				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				110163

		Cream of Mushroom Soup		12				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				110164

		Tomato Soup		24				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100322

		Vegetable Soup		24				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100321

		TOTAL SOUPS																																				-								-





		Canned Applesauce		24				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100207

		Canned Apriocots		24				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100210

		Canned Cranberry Sauce		24				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100213

		Canned Mixed Fruit		24				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100211

		Canned Peaches		24				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100218

		Canned Pears		24				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100223

		Dried Plums - 1 lb		24				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100290

		Raisins - 15 0z		24				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100295

		TOTAL CANNED FRUIT																																				-								-





		Apple Juice		8				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100893

		Cranberry Juice		8				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100899

		Grape Juice		8				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100895

		Grapefruit Juice		8				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100896

		Orange Juice		8				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100897

		Tomatoe Juice		8				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100898

		TOTAL JUICES																																				-								-





		Beef, Canned - 24 oz		24				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100127

		Beef, Ground Frozen - 1 lb		40				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100159		110260

		Beef, Roast Frozen - 2 lb		20				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100166

		Chicken, Canned - 12.5 oz		48				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100094

		Chicken, Canned - 16 or 15 oz		24				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				110302		110478

		Chicken Boned Can - 15 oz		12				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				110412

		Chicken, Whole Frozen -4 lbs		10				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100880

		Chicken Breast, Frozen - 5 lbs		6				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				110154

		Chicken, Cut-Up Frozen - 3-5.5 lb		10				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				110010

		Salmon, Canned - 14.75 oz		24				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100198

		Turkey Breast, Cooked - 3.25 lb		12				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				110245

		Bison, Stew Meat Frozen - 1 lb		40				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100085

		Buffalo, Ground Frozen - 1 lb		40				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100090		110001

		Buffalo, Stew Meat Frozen - 1 lb		40				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100091

		Pork Chops, Frozen - 1 lb		40				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				110380

		Tuna, Canned - 12 oz		24				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100194

		Pork Ham, Frozen - 3 lb		12				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100182		110297

		TOTAL MEATS																																				-								-





		Canned Black Beans		24				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				110020

		Canned Pinto Beans		24				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				110021

		Canned Red Kidney Beans		24				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100372

		Canned Refried Beans		24				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100361

		Canned Vegetarian Beans		24				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100363

		Dry Great Northern Beans - 2 lb		12				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100380

		Dry Pinto Beans - 2 lb		12				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100382

		Dry Lima Beans - 2 lb		12				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100378

		Dry Red Kidney Beans - 2 lb		12				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100385

		TOTAL BEANS																																				-								-





		Egg Mix - 6 oz		48				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100044

								-		-		-		-				-		-		-		-				-		-		-		-																-		-

		Fruit & Nut Mix - 1 lb		24				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100297

		Peanut Butter - 18 oz		12				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100395

		Roasted Peanuts - 12 or 16 oz		12				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100391

		TOTAL PEANUTS/MIX																																				-								-





		Sliced Reduced-Fat Cheese Blend - 5 lb		6				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				110198		100036

		Block Process Am Cheese - 5 lb		6				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				110199		100017

		TOTAL CHEESE																																				-								-





		1 % UHT Milk - 32 fl. oz		12				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100050

		Instant Nonfat Dry Milk - 25.6 oz		12				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100065

		Total UHT & Instant Milk																																				-								-



		Skim Evaporated Milk - 12 fl. oz		24				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				110162		100051

								-		-		-		-				-		-		-		-				-		-		-		-																-		-

								-		-		-		-				-		-		-		-				-		-		-		-																-		-

		Vegetable Oil - 48 oz		8				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100440		100441

		Buttery Spread - 15 oz		12				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100921		100922

		Butter - 16 oz		36				-		-		-		-				-		-		-		-				-		-		-		-				-		-		-		-		-				-		-				100001

		TOTAL OIL/BUTTER																																				-								-













DoD Fresh Tables

		COMMODITY		Pounds per Reporting Unit				FNS-152 SUMMARY TABLES:  NUTRITION EDUCATION, FOOD LOSSES & ADJUSTMENTS																														INVENTORIES						ISSUANCES

								Month 1 										Month 2 										Month 3 										Units in Inventory		Pounds in Inventory				Units Issued on Most Recent 152		Pounds Issued on Most Recent 152				Total Units Issued On All Recent FNS-152s		Total Pounds Issued On All Recent FNS-152s

								Nutrition Education		Food Losses		Loss Adjustments		Gain Adjustments				Nutrition Education		Food Losses		Loss Adjustments		Gain Adjustments				Nutrition Education		Food Losses		Loss Adjustments		Gain Adjustments																						WBSCM CODES

								Total:		Total:		Total:		Total:				Total:		Total:		Total:		Total:				Total:		Total:		Total:		Total:						Total:						Total:						Total:

								0		0		0		0				0		0		0		0				0		0		0		0						0						0						0

		FRESH, Carrots 2#		2				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F110

		FRESH, Carrots 5#		5				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F111

		FRESH, Carrots - 1 lb		1				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F113

		FRESH, Carrots 3#		3				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F114

		FRESH, Carrots (Baby) - 1 lb pkg		1				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F115

		ONIONS, DRY, 3 LBS.		3				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F120

		FRESH, Onions		1				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F122

		ONIONS 2#		2				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F123

		FRESH, Mixed Vegetables		1				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F124

		SOUP MIX ASSTD WHL VEG		2				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F125

		POTATOES, RUSSET FDPIR 5-BIN    		5				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F130

		POTATOES, RUSSET, 5 LBS.		5				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F131

		RUSSET POTATOES 3#		3				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F133

		RUSSET POTATOES 1#		1				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F134

		RUSSET POTATOES 10#		10				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F135

		RED POTATOES 3#		3				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F140

		POTATOES, RED, 5 LBS.		5				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F141

		RED Potatoes 10#		10				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F142

		RED POTATOES 1#		1				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F143

		WINTER SQUASH		1				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F150

		SUMMER SQUASH 1#		1				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F151

		SWEET POTATOES, FRESH, ONE LB.		1				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F160

		SWEET POTATOES 2#		2				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F161

		SWEET POTATOES 3#		3				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F162

		SWEET POTATOES 5#		5				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F163

		Radishes, Fresh, one lb		1				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F165

		TURNIPS 1#		1				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F170

		TURNIPS 3#		3				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F171

		TURNIPS 2#		2				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F172

		FRESH, Cabbage (Green)		1				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F180

		ONIONS, FRESH RED		1				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F185

		PEPPER, FRESH GREEN		1				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F190

		FRESH, Celery		1				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F195

		FRESH, CUCUMBER		1				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F200

		FRESH, Corn		1				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F210

		Tomatoes, Fresh, 1 lb		1				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F215

		FRESH, Tomatoes (Grape)		1				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F216

		TOMATOES, CHERRY 1/10 CASE		1				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F217

		FRESH, Brussel Sprouts		1				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F560

		RADISHES - 1 LB		1				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F565

		RADISHES - 2LB		2				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F566

		ROMAINE LETTUCE		1				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F590

		FRESH, Cauliflower - 1 lb		1				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F595

		FRESH, Asparagus		1				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F600

		FRESH, Broccoli		1				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F630

		TOTAL FRESH VEGETABLES																																						0						0						0



		PEACHES   		1				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F205

		APPLES 3#		3				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F510

		APPLES 5#		5				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F511

		APPLES 1#		1				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F514

		APPLES 2#		2				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F515

		GRAPEFRUIT 1#		1				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F520

		GRAPEFRUIT, FRESH, 5 LBS.		5				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F521

		GRAPEFRUITE 3#		3				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F523

		ORANGES 5#		5				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F530

		ORANGES !#		1				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F532

		ORANGES 2#		2				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F533

		ORANGE 3#		3				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F534

		PEARS 1#		1				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F540

		PEARS 2#		2				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F541

		PEARS 3#		3				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F542

		PEARS 5#		5				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F543

		MIXED FRUIT, FRESH		5				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F550

		Avocados, Fresh, one lb		1				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F555

		HONEY DEW MELON		2				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F570

		KIWI		1				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F575

		NECTARINES		1				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F580

		PLUMS		1				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F585

		GRAPES - GREEN 1 LB		1				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F605

		Green Seedless Grapes, Fresh 2 pound		2				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F606

		CHERRIES - 1 LB		1				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F610

		CHERRIES - 2 LB		2				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F611

		GRAPES - RED 1 LB		1				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F615

		Red Seedless Grapes, Fresh, 2 pound		2				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F616

		GRAPES - BLACK 1 LB		1				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F620

		GRAPES - BLACK 2 LB		2				-		-		-		-				-		-		-		-				-		-		-		-				-		-				-		-				-		-				F621

		TOTAL FRESH FRUITS																																						0						0						0

















































































































Food Loss Extraction

		Most Recent FNS-152 (Month 1)										2nd Most Recent 152 (Month 2)										2nd Most Recent 152 (Month 2)
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		0		0		0		-				0		0		0		-				0		0		0		-

		0		0		0		-				0		0		0		-				0		0		0		-

		0		0		0		-				0		0		0		-				0		0		0		-

		0		0		0		-				0		0		0		-				0		0		0		-

		0		0		0		-				0		0		0		-				0		0		0		-

		0		0		0		-				0		0		0		-				0		0		0		-

		0		0		0		-				0		0		0		-				0		0		0		-

		0		0		0		-				0		0		0		-				0		0		0		-

		0		0		0		-				0		0		0		-				0		0		0		-

		0		0		0		-				0		0		0		-				0		0		0		-

		0		0		0		-				0		0		0		-				0		0		0		-

		0		0		0		-				0		0		0		-				0		0		0		-

		0		0		0		-				0		0		0		-				0		0		0		-

		0		0		0		-				0		0		0		-				0		0		0		-

		0		0		0		-				0		0		0		-				0		0		0		-

		0		0		0		-				0		0		0		-				0		0		0		-

		0		0		0		-				0		0		0		-				0		0		0		-

		0		0		0		-				0		0		0		-				0		0		0		-

		0		0		0		-				0		0		0		-				0		0		0		-

		0		0		0		-				0		0		0		-				0		0		0		-

		0		0		0		-				0		0		0		-				0		0		0		-

		0		0		0		-				0		0		0		-				0		0		0		-

		0		0		0		-				0		0		0		-				0		0		0		-

		0		0		0		-				0		0		0		-				0		0		0		-

		0		0		0		-				0		0		0		-				0		0		0		-

		0		0		0		-				0		0		0		-				0		0		0		-

		0		0		0		-				0		0		0		-				0		0		0		-

		0		0		0		-				0		0		0		-				0		0		0		-

		0		0		0		-				0		0		0		-				0		0		0		-

		0		0		0		-				0		0		0		-				0		0		0		-

		0		0		0		-				0		0		0		-				0		0		0		-

		0		0		0		-				0		0		0		-				0		0		0		-

		0		0		0		-				0		0		0		-				0		0		0		-

		0		0		0		-				0		0		0		-				0		0		0		-

		0		0		0		-				0		0		0		-				0		0		0		-

		0		0		0		-				0		0		0		-				0		0		0		-

		0		0		0		-				0		0		0		-				0		0		0		-

		0		0		0		-				0		0		0		-				0		0		0		-

		0		0		0		-				0		0		0		-				0		0		0		-

		0		0		0		-				0		0		0		-				0		0		0		-

		0		0		0		-				0		0		0		-				0		0		0		-

		0		0		0		-				0		0		0		-				0		0		0		-

		0		0		0		-				0		0		0		-				0		0		0		-

		0		0		0		-				0		0		0		-				0		0		0		-

		0		0		0		-				0		0		0		-				0		0		0		-

		0		0		0		-				0		0		0		-				0		0		0		-

		0		0		0		-				0		0		0		-				0		0		0		-

		0		0		0		-				0		0		0		-				0		0		0		-

		0		0		0		-				0		0		0		-				0		0		0		-

		0		0		0		-				0		0		0		-				0		0		0		-

		0		0		0		-				0		0		0		-				0		0		0		-

		0		0		0		-				0		0		0		-				0		0		0		-





Issuance Averages

		Household size		1		2		3		4		5		6		7		8		Average Per Person

		vegetable oil		1		1		2		2		3		3		4		4

		light butter spread		2		3		6		6		9		9		12		12

		butter		1		2		2		2		3		3		4		4

		per person amount - veg oil		1.00		0.50		0.67		0.50		0.60		0.50		0.57		0.50		0.60

		per person amount - spread		2.00		1.50		2.00		1.50		1.80		1.50		1.71		1.50		1.69

		per person amount - butter		1.00		1.00		0.67		0.50		0.60		0.50		0.57		0.50		0.67

																				0.99		average per person amount across household sizes



		Household size		1		2		3		4		5		6		7		8

		bakery mix		0.25		0.5		1		1		2		2		2		2

		per person amount		0.25		0.25		0.3333333333		0.25		0.4		0.3333333333		0.2857142857		0.25		0.29		average per person amount across household sizes



		Household size		1		2		3		4		5		6		7		8

		Cheeses		0.5		1		2		2		3		3		4		4

		per person amount		0.5		0.5		0.6666666667		0.5		0.6		0.5		0.5714285714		0.5		0.54		average per person amount across household sizes



		Household size		1		2		3		4		5		6		7		8

		Instant Nonfat Dry Milk		0.5		1		2		2		3		3		4		4

		1% UHT		4		8		12		16		20		24		28		32

		per person amount - NFD		0.5		0.5		0.6666666667		0.5		0.6		0.5		0.5714285714		0.5		0.5422619048

		per person amount - UHT		4		4		4		4		4		4		4		4		4

																				2.27		average per person amount across household sizes
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FDPIR

Inventory Spot Check Process Utilizing the Automated Inventory System (AIS)

Instructions



To reconcile a daily or monthly inventory using the FDPIR AIS:



1. Before any issuance begins for the day, print a FNS-152 inventory report for the current month to ensure the book and physical inventories match from the previous day for each USDA Foods to be checked.  Label this report “Beginning".



2. After issuance ceases, print another FNS-152 inventory report.  Label this report “Ending”.



3. After printing the “Ending” FNS-152 inventory report, print a Daily Issuance       Summary.



4. Conduct a physical inventory of several items and annotate physical inventory on the “Ending” FNS-152.



5. Compare the “Ending” FNS-152 inventory reports with the Daily Issuance Summary to identify any discrepancies.  The reviewer may use the excel file:  FDPIR Inventory Spot Check with AIS to document this process.



6. Documents to assist in locating discrepancies are:  consignee receipts, issuance invoices for households, AIS Daily Issuance Summary, AIS Inventory Transaction List and damage log.  The reviewer will need to locate the cause of inventory discrepancies and reconcile the inventory in AIS accordingly.





*Verify amount received against consignee receipts and/or other shipping documents.







Comments:
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FDPIR Inventory Spot Check with AIS - July 2015.xlsx
Sheet1



		Worksheet # 

		Inventory Spot Check

		Name of ITO or Local Agency:

		Date of review:



		USDA Food		Code		Pack Date		Posted BIUB		Beginning		Amount 		Amount		Physical		Book 		Discrepancy		Reason for 		Resolution of 		Notes

								Date or Equivalent		Inventory		Received		Distributed		Inventory		Inventory				Discrepancy		Discrepancy

																				0

																		0		0

																		0		0

																		0		0

																		0		0

																		0		0

																		0		0

																		0		0

																		0		0

																		0		0

																		0		0

																		0		0

																		0		0

																		0		0

																		0		0

																		0		0

																		0		0

																		0		0

																		0		0

																		0		0

																		0		0

																		0		0

																		0		0

																		0		0

																		0		0

																		0		0

																		0		0

																		0		0

																		0		0

																		0		0

																		0		0

																		0		0

																		0		0

		Jul-15





Sheet2





Sheet3
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FDPIR ME Module – Agreements Worksheet



Instructions: The purpose of this section is to determine if required regulatory language is included in written agreements and/or contracts that the ITO has entered into for the storage and/or delivery of USDA Foods.

[bookmark: _Toc350238859]

SDA/Storage Facility Agreement/Contract

Storage Facility Name/Address:	      ______________________________

______________________________

______________________________



		FINDINGS LOG

		YES

		NO

		N/A

		REGULATION/

POLICY/

INSTRUCTION



		1. The distribution and use of USDA Foods is in accordance with this part.

		

		

		

		250.12(b)(1)



		2. Subdistributing agencies, recipient agencies, warehouses, carriers, or other persons to whom USDA Foods are delivered by the SDA are responsible to the SDA for any improper distribution or use of USDA Foods or for any loss of, or damage to, USDA Foods caused by their fault or negligence.

		

		

		

		250.12(b)(2)



		3. Assurance that the storage facilities will be maintained in accordance with the standards specified in 250.14(b) as detailed below:

· are sanitary and free from rodent, bird, insect and other animal infestation;

· safeguard against theft, spoilage and other loss;

· maintain foods at proper storage temperatures; 

· stock and space foods in a manner so that USDA Foods are readily identified;

· store USDA Foods off floor in a manner to allow for adequate ventilation; and

· take other protective measures as may be necessary.

		

		

		

		250.14(d)(1)



		4. Evidence that USDA Foods shall be clearly identified.

		

		

		

		250.14(d)(2)



		5. Assurance that an inventory system shall be maintained and an annual physical inventory will be conducted, and reconciled with the inventory records.

		

		

		

		250.14(d)(3)



		6. Beginning and ending dates of the contract.

Start Date:  __________________

End Date:  __________________

		

		

		

		250.14(d)(4)



		7. A provision allowing for termination of the contract for cause by either party upon 30 days written notification.

		

		

		

		250.14(d)(6)



		8. The amount of any insurance coverage which has been purchased to protect the value of food items which are being stored.

		

		

		

		250.14(d)(7)



		9. Express written consent for inspection and inventory by the SDA, subDA, recipient agency, the Comptroller General, the Dept. or any of their duly authorized representatives.

		

		

		

		250.14(d)(8)







Per 250.14(d), SDA agreements with storage facilities shall be effective for no longer than five years, including option years extending a contract. 

Contract reviewed is in year ____ of ____.

[bookmark: _Toc350238860]Before the exercise of option years, the storage facility shall update all pertinent information and demonstrate that all USDA Foods received during the previous contract period have been accounted for.



[bookmark: _GoBack]SDA/Carrier Agreement/Contract

Carrier Name/Address:	      ______________________________

______________________________

______________________________

		FINDINGS LOG

		YES

		NO

		N/A

		REGULATION/

POLICY/

INSTRUCTION



		1. The distribution and use of USDA Foods is in accordance with this part.

		

		

		

		250.12(b)(1)



		2. Carriers to which USDA Foods are delivered by the SDA are responsible to the SDA for any improper distribution or use of USDA Foods or for any loss of, or damage to, USDA Foods caused by their fault or negligence.

		

		

		

		250.12(b)(2)



		3. The agreement may be terminated for cause by either party upon 30 days notice.

		

		

		

		250.12(c)(3)







Per 250.12(c), SDA agreements with carriers shall be in effect for not longer than one year, and shall provide that they may be extended at the option of both parties for two additional one-year periods.



Beginning and ending dates of the contract:    

Start Date   ____________________            End Date:   ____________________ 

Contract is in year _____ of _____
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