
Important: This is a numbered Operational Memorandum that contains important program information. Please 
read carefully and retain in a binder for your future reference. Operational Memoranda are also posted on the 
Child Nutrition website: http://www.sde.ct.gov/sde/cwp/view.asp?a=2626&q=320676. 
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OPERATIONAL MEMORANDUM 
 

TO:  Sponsors of the National School Lunch, School Breakfast and Special Milk 
Programs  

 
FROM:  Charlene Russell-Tucker, Chief 
  Bureau of Health and Nutrition Services and Child/Family/School Partnerships 
 
DATE:  March 12, 2007 
 
SUBJECT: Operational Memorandum # 15-07  
  Scanning of Free and Reduced Meal Applications 
  
The United States Department of Agriculture (USDA) recently provided guidance regarding 
the use of computer technology to scan free and reduced price meal applications.  Software 
programs that scan free or reduced price applications but only capture income as whole dollar 
amounts may be problematic.  Software programs that only identify income as whole dollar 
amounts may not accurately reflect income, especially when multiple income sources 
compound the inaccuracy.  This difference could result in the incorrect certification status of 
an applicant household.   
 
While USDA and the State Agency (SA) supports local efforts to automate the certification 
process, this agency does not evaluate or recommend any software used in this process.  
There are no federal or state specifications for vendors and the SA does not approve or 
endorse any of the software programs performing this function.  Ultimately the School Food 
Authority (SFA) is responsible for assuring that the certification process meets all regulatory 
requirements and policies for application processing and approval.  Therefore, if software is 
used to perform all or part of the certification process, the SFA must assure the software used 
is performing correctly and is meeting all requirements.   
 
Please note that the SFA may require that the software/scanner system accept less than whole 
dollar amounts, which would eliminate the need to determine an error range and the need to 
review applications individually. 
 
Software that only captures whole dollar income amounts could only be used if the SFA is: 
 

1. aware of the limitations of the software, and 
2. individually reviews the applications that fall within the software’s error range.  
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The software’s error range would be the maximum amount (in dollars and cents) that the 
software could deviate from the actual income.  If the software only accepts whole dollar 
amounts, the SFA must determine the error range of the software, pull each application that is 
within the error range, and individually review these applications to make a determination.   
 

Questions pertaining to this memorandum may be directed to: 
 

COUNTY  CONSULTANT  EMAIL  PHONE  
Hartford and Tolland  Teri Dandeneau  teri.dandeneau@ct.gov 860-807-2079 

New London, Windham and 
Middlesex  

RoseAnna 
Holliday  

roseanna.holliday@ct.go
v

860-807-2064 

Fairfield and Litchfield  Lorraine Sternal  lorraine.sternal@ct.gov 860-807-2008 
New Haven County  Bob Zwack  robert.zwack@ct.gov 860-807-2081 
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