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All schools should process Free and Reduced Lunch applications following the most current USDA and State rules and regulations.  The employees processing the applications are to be trained and to understand the requirements of the program and the application process.  More than one employee must be involved in the approval process of Free and Reduced Lunch applications.  An additional employee should be reviewing the Free and Reduced Lunch applications approval to verify the original approver is correctly and accurately processing the free and reduced applications.
Choose one of the following paragraphs applicable to your school corporation:
[Manually Determining Eligibility]
Since (Name of School) processes the Free and Reduced Lunch applications manually, a second audit will be performed of Free and Reduced Lunch applications on a yearly basis.  The second audit will be completed by an employee other than the original approver.  The auditor will review (enter here an amount i.e., percentage, number, every 5th) of the applications that are received by the school. 

[Electronically Logging to Determining Eligibility] 
Since (Name of School) manually inputs the Free and Reduced Lunch applications into a computer program, a second audit will be performed of Free and Reduced Lunch applications on a yearly basis.  The second audit will be completed by a school employee other than the original approver.  The auditor will review (enter here an amount i.e., percentage, number, every 5th) of the applications that are received by the school.

[Electronically Receiving to Determining Eligibility] 
Since (Name of School) exclusively uses a computer program for the Free and Reduced Lunch applications (without interference of an employee), a single audit will be performed of all Free and Reduced Lunch applications.  The audit will be completed by a school employee.
