[bookmark: _GoBack]Verification Documentation Worksheet
Use this worksheet to assist you in ensuring that you have the proper documentation for Verification.  You should maintain all documentation for three years plus the current year. This information will be reviewed during an Administrative Review.  
PRINT THE TOTAL NUMBER OF APPLICATIONS APPROVED ON OCTOBER 1ST FROM YOUR POS.  KEEP DOCUMENTATION.
Sample Size:  To calculate your sample size, determine your approved Verification method and use the following chart.
	Data
	Standard
	Alternate 1
	Alternate 2

	Total Approved Applications on Oct. 1st
	
	
	

	Approved Case Number Applications
	N/A
	N/A
	

	Sample Size Factor
	.03
	.03
	.01 (of total approved)

	
	
	
	Plus  .005 (total case number)

	Total
	=
	=
	=

	Pull from Error-Prone?
	Yes
	No
	Yes



For each application, create an Application Verification Packet for your documentation. 
1. Pull all applications for Verification- ensure that a Confirmation Review signature is on all applications selected for verification.  
2. Place the Letter to the Household (with date on it) with each application as proof of contact in the packet. 
3. Place all follow-up contact information with the Letter to the Households as proof that a follow-up was conducted if necessary in the packet. 
4. Place all income documentation provided by the household in the packet.  Make notes as to how you calculated income if necessary. 
5. Place Verification Result- Household Notification letter in the packet.  Ensure that a date is on the letter of when it was sent to households. 
6. Print documentation for your POS to show that a status change occurred if necessary.  Include in the packet.
7. Place all other contact information or necessary documents with packet. 

Be sure to keep this information for each application that was verified.
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