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Verification reporting will be conducted in CNIPS this year.  In an effort to enable adequate 

time for SFA’s to familiarize themselves with the new format and enter all required 

information by the deadline, the Verification Report in the application will open up on 

November 5th.  SFA’s can go into the Verification Report and enter any or all of the 

preliminary information that they already have gathered together for the 742 reporting 

form.  SFA’s will have until November 16th to enter all of their preliminary information as 

well as verification results into the system.  For SFA’s who had household applications 

change to a paid status, they will finish their reporting between February 16th and March 1st

to report the number of households who reapplied and was approved on or before 

February 15th.
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The Verification Report is located in the CNIPS application module.  SFA’s can enter their 

information a little at a time or all at once at their discretion as long as all required 

information is entered by November 16th.  If a warning or an error message is present after 

all the information is entered, double check that all information is being submitted 

accurately.  If the information is entered accurately, then it should be saved for submission 

with the warning or error message(s).  These will be evaluated by a consultant and the SFA 

contacted if more information is necessary.
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There are 2 open windows in which SFA’s can enter their information into CNIPS.  

Depending upon the outcome of verification and whether or not the SFA is 100% CEO will 

dictate if the SFA must enter information in the 2nd open window in February.  The first 

open window in which all SFA’s must enter information is between November 5th and 

November 16th.

4



Starting on November 5th, SFA’s may go into the “Verification Report” and start to enter 

information.  Items 1-32 must be entered and saved by the close of business on November 

16th.  The information entered can be saved with a warning and/or error message.  Any SFA 

that does not enter and save all of the required information for items 1-32 before the 1st

open window is closed will be identified as not completing verification reporting by the 

November 15th deadline.  These SFA’s should contact their consultant to further instruction 

for completing reporting requirements.
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On the CNIPS Application:

100% CEO Districts enter all information in the first section of the CNIPS verification report 

and item number 11 in the second section.  The remaining portion of the CNIPS verification 

report should be all zeros.
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If all households adequately responded to verification and no applications changed status 

to paid during verification, the SFA is finished with all of their reporting requirements at the 

close of the  1st open window.  If the SFA did not receive adequate response from all 

households and/or if any applications went to a paid status during verification, they must 

enter additional information in the 2nd open window starting February 16th – March 1st.  

The information that must be reported at this time are the number of those applications 

that changed to a paid status during verification that re-applied and were approved for 

benefits on or before February 15th.
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After the November 16th deadline, consultants will review all verification report 

submissions.  If all required areas are completed and no further reporting will be required 

in the 2nd open window, the consultant will indicate inside the report itself if the SFA will be 

eligible to request an alternate sample size next year based upon the reporting information 

provided.  If the SFA will be required to enter additional information in the 2nd open 

window, the consultant will not indicate the SFA’s eligibility until after the final submission 

deadline on March 1st.  
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To access the verification report, SFA’s will sign into the CNIPS system and select 

“applications”.  SFA’s would then select “Verification Report” from the listings indicated.  

Once there, the SFA should select “Modify” for the school year in which they will be 

entering the information.
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Note:  # 5 and # 9 will pre-populate.  The information for the number of applications must 

be October 1st information.  The information for the number of students can be based on 

October 1st or October 31st.
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Again in this section, the application numbers must be based upon the numbers on 

October 1st.  The number of students can be October 1st or October 31st information.  

11



If the SFA is using a printed copy of the 742 form from their software program, in order to 

calculate the information requested for item numbers 21 and 22, they would just need to 

add across the number of applications reported for items 7,8,9,10 and 11.  Then do the 

same for the number of students to obtain the total.

12



This is the same reporting information and relatively the same format as the paper 742 

form.  There is one MAJOR difference.  The placement of the boxes for students and 

applications is opposite than it is on the paper form.  For SFA’s who are using their paper 

copy of the 742 to enter their outcome information into CNIPS, be sure to double check 

that the correct information for students and applications are entered.

By the close of the 1st open window SFA’s must have entered all information up to this 

point and have it saved without an error message in order to meet the first compliance 

deadline for completion of verification activities.
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This is the only items that will be applicable to the 2nd open window starting February 16th.  

SFA’s who had household change to a paid status during verification must report the 

corresponding number of applications and students for each benefit level that re-applied 

and were approved for benefits on or before February 15th.  At the close of the 2nd window 

after March 1st, consultants will review the report and indicate inside the report the SFA’s 

eligibility to request an alternate sample size next year.
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