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CharterChoice would like to help schools in providing them with as many tools as possible to support a 

more efficient and effective application collection process. This toolkit is designed to support efforts at 

our partner schools to distribute and collect free and reduced price meal eligibility applications from 

families. If there are additional tools that you think would be helpful or support needed, please let us 

know.  
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Online Application System 
With most registration events being conducted virtually this year, we encourage early and frequent sharing of 
the online application. The application for the 2022-23 school year is now live. Families can access the online 
application system at: https://charterchoice.strataapps.com/. The online application is available in English and 
Spanish. Set up links to the CharterChoice free and reduced meal application on your webpage or within your 
online registration process. If you have computer kiosks set up for families doing in person registration to help 
access online sites, please bookmark this site for easier access.  

Things to Consider when Utilizing the Online Application:  
- The online application is not completely automated, each application still needs a human eye on it in 

order to be processed. That said, families will not receive immediate notification of eligibility, but will 
receive a confirmation of submission. If they do not receive this confirmation and number after 
pressing “submit”, the application may not have been properly submitted.  

- Information entered by the user will show up on the right side labeled “application” to be used to help 
the user ensure the information entered is accurate.  

- Once the application has been processed by someone on the CharterChoice team, the family will 
receive notification of eligibility either via email or mail.  

- Students need to be in MealTime in order for CharterChoice to process the application. While families 
can still apply during this time, there may be delay in processing the application. CharterChoice will 
continue to reach out for student imports in order to update MealTime.  

- The application may need follow up – examples include excessive income entered or incorrect SNAP 
case number. 

Communications around Free and Reduced-Price Meal Application  
We recommend communicating with families regarding the meal program early and often - especially this year 
with the return to charging families for meals. We have developed a communication template that you can 
download and add your school’s specific information before sharing with families. Click here to access the 
communication template.  
 
Tips for Dissemination and Collection of Free and Reduced Price Meal Applications  
Getting the applications returned to CharterChoice as quickly as possible helps get student eligibility processed 
and determined more quickly. Registration events are a great way to collect applications and share more about 
your meal programs. Here are a few tips to help make the collection of your Free and Reduced Meal  (“FRM”) 
applications during registration events successful:  

- Set up a web page or web presence for your meal program that includes the link to apply for meal 
program benefits via CharterChoice and information about your program (menus and offerings, etc.) 

- If you use a checklist of items to complete for families, include information on how to apply for meal 
program benefits with your particular school and emphasize the importance to all aspects of your 
program – funding, etc. *Please remember completing the application cannot be required of families.  

- Designate a staff member who can help families in person or over the phone if they need support in 
completing the online application or if they would prefer completing the paper application. CharterChoice 
is available to support families as well – 303-953-4170 or info@charterchoicecollaborative.org.  

- If helpful for families, have bilingual staff or volunteers available to help with the online 
application process. 

- Make sure that staff and volunteers helping with the FRM application process have signed confidentiality 
agreements and have been trained properly on the application process. CharterChoice is happy to provide 
additional application training for all those included in the process. 

- If you receive paper applications, please make sure they are legible and complete before they are 
submitted to CharterChoice. This will save all of us admin headaches in contacting families to make 
corrections after the fact and get students their appropriate eligibility faster.  

- As a reminder, even if families have already filled out a Free and Reduced Price Meal application with your 
district, they are NOT considered Free or Reduced eligible with your school and CharterChoice. They must 
complete a Free and Reduced Price Meal application with the CharterChoice Collaborative (SFA) for their 
student/s attending your school to be eligible.   

https://charterchoice.strataapps.com/
https://docs.google.com/document/d/1tT8ocFJBgrDLHfqFN9E9mCZeK8myldmI/edit?usp=sharing&ouid=107307678208727645323&rtpof=true&sd=true
https://docs.google.com/document/d/1tT8ocFJBgrDLHfqFN9E9mCZeK8myldmI/edit?usp=sharing&ouid=107307678208727645323&rtpof=true&sd=true
mailto:info@charterchoicecollaborative.org
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General Guidelines for Complete Applications  
● We cannot accept eligibility letters from school districts, we need to have each household complete a 

CharterChoice application or be qualified via Direct Cert through CharterChoice to be eligible for meal 
program benefits.  We know this may be confusing to families so we are happy to help with 
communications to your school community.  

● The signer must be an adult. 
● A complete mailing address and/or email is not required, but necessary for us to be able to send a letter 

regarding eligibility determination. 
● SNAP and TANF numbers are associated with families receiving food stamps and other public assistance. 

Families should have access to their case number; this is a seven digit alpha numeric combination 
beginning with 1B. We cannot accept their EBT card number.  

Paper Applications:  

● Whiteout is NOT permitted. If whiteout is used, a new application must be completed for processing.  
● Applicants must use black or blue PEN. If a paper application is filled out in pencil, it will be returned. If 

pencil is used, families must fill out a NEW application, they cannot just trace over their pencil.  
● When any corrections are made; if made by the signer then they initial their correction or if corrected by 

collector then he/she must initial, date, and note with whom you spoke to regarding the correction.  
● Income for ALL students and household members must be complete. All children’s income is put together 

in STEP 3 A. Please be sure that all income includes how often the person is receiving it.  
● Complete student first and last name, school name and grade level. 
● Frequency of pay must be complete, one box must be checked - monthly, bi-weekly (every other week eg: 

every other Friday), weekly, 2x month (eg: paid on the 1st and 15th), or annually.  
● The signer must include his/her last 4 digits of his/her social security number or check the box “Check the 

following box if no SSN” if they have completed Step 3 (household and income information). 
● The person filling out the application must sign, print name, and properly date the application. 
● If household has a SNAP (food stamp)/TANF or FDPIR case # then they DO NOT need to fill out the 

income area or include a social security number, BUT the application must still be signed. 
● Any applications sent to CharterChoice incomplete will be returned to the school for correction and delay 

processing time. 
 

Common Mistakes  
● Student and household members with the same name – no indication of two different people (middle 

initial, Jr., Sr., etc.). The online application will flag the user if the parent/guardian and student names are 

exactly the same.  

● Not including ALL household members. Please be sure to remind applicants that household members 
include infants, grandparents, etc. if living in the house and sharing expenses. Eligibility is based on total 
household size and total gross income. The online application-if the household count entered by user 
doesn’t match the number of people entered by name on the application, they will be flagged.  

● Signer not actually included in the Household list. The online application- the user will be flagged if the 
signer name doesn’t match one of the household member’s first and last name exactly.  

● Missing last four digits of social security number or indication of no social security number on income 
applications 

Paper Applications:  
● Changes made are not initialed. Any “crossed out” changes must be initialed by signer. If signer is not 

present, then a note must be included with who you spoke to, what was changed, initial and date 
● No signature on application 
● Frequency of Income is not selected 
● Unclear income, the form MUST be legible (If you can’t read it, we can’t read it.) 
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Reminders about Application Distribution and Collection from Families 
- If you distribute the application in paper format, it must have the household information letter and 

instructions with it.  

- Eligibilities are not retroactive. The sooner a complete application is received; the sooner it will be 

processed and benefits can begin if the student is eligible.  

- Schools cannot require families to complete applications. If a family does not want to complete an 

application for any reason that cannot be required to complete it. Schools can encourage families to apply 

not only for the meal program benefits but other potential benefits (funding, internet discounts, etc.). 

Submission of Applications 
ONLINE APPLICATIONS: Online applications are automatically batched to CharterChoice through the online 

system. We encourage schools and families to use the online application as much as possible for quicker 

processing of the application. If they include their email address, families will receive an eligibility determination 

via email.  

PAPER APPLICATIONS: Schools are asked to MAIL the forms collected to CharterChoice Collaborative (SFA) as soon 

as possible. This will help to expedite the processing. Students are not considered Free or Reduced eligible until the 

application has been processed by CharterChoice. We must have the original form and cannot accept electronic 

copies of the paper application.  

Mail the forms to:  

CharterChoice Collaborative (SFA) 

9956 W. Remington Pl  

Unit A10 #125 

Littleton, CO 80128 

 

Medical Statement for Meal Modifications 
During application collection or registration events, you may have families make special dietary requests. This is an 

opportunity to distribute the Medical Statement for Meal Modifications form. This form must be completed for the 

child by a prescriptive authority and submitted to CharterChoice and your school’s meal provider in order for the 

accommodation to be made and the meal to be reimbursable. Click here to access the template forms.  

 

Parental Consent for Disclosure of Free and Reduced Information 
Free and reduced application information is confidential and protected under the National School Lunch Act. This is different 

from FERPA requirements that apply to other areas of the educational program.  There are specific requirements around how 

this information can be disclosed. You can find out more on the disclosure chart at: 

http://www.cde.state.co.us/nutrition/disclosurereference. Locally If your school waives fees for materials, sports, etc. if 

students qualify for free or reduced meals, then there are two options for the school.  

1. The school asks families to self-report when/if they qualify - we have seen this done two ways: 

simply communicating their eligibility with the school or providing the school with the eligibility 

approval letter they receive from CharterChoice.  

2. While the first method is recommended, we also have a template form that can be customized to 

your school’s needs on which the parent provides consent to share their Free and Reduced status 

for a specific purpose (eg: waiving sports fees). This would allow school staff, who have signed a 

confidentiality agreement with CharterChoice, to access this information to use it for that 

particular purpose. CharterChoice is currently unable to track consent that could easily be shared 

with the school/programs so that would need to be handled at the school. Please contact 

CharterChoice – bknickerbocker@charterchoicecollaborative.org or 303-953-4170 – and we will 

walk you through the process.  

https://drive.google.com/drive/folders/1P9LSFuIpoBEKR_g0evd4dwVNwsoXHsy2?usp=sharing
http://www.cde.state.co.us/nutrition/disclosurereference
mailto:bknickerbocker@charterchoicecollaborative.org
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Contacts for Support 
Please don’t hesitate to contact CharterChoice if you have any questions or concerns:  

Britton Knickerbocker at bknickerbocker@charterchoicecollaborative.org 

Jill Sandhoff at JSandhoff@charterchoicecollaborative.org 

info@charterchoicecollaborative.org 

Tel. 303-953-4170 

 This institution is an equal opportunity provider.

mailto:bknickerbocker@charterchoicecollaborative.org
mailto:JSandhoff@charterchoicecollaborative.org
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APPLICATION EXAMPLE: SNAP/TANF 

  

KEY TAKE AWAY: Families completing an application with a SNAP/TANF case number, need to include the student’s names and the case 

number. The case number seven digits and is alpha numeric starting with a 1B.  If the family completes with a SNAP/TANF case number 

they do not need to complete Step 3 or the social security information. They must sign the application.  
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 APPLICATION EXAMPLE: INCOME 

 

 

 

KEY TAKE AWAY: Include all household members – children and adults – and all income. The income reported is gross – prior to any 

deductions – and must include frequency received. If a family completes an income application, they must also complete the social 

security information – either the last four digits or indicating they do not have a social security number. All applications must be signed.   
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APPLICATION EXAMPLE: CHILD/STUDENT WITH INCOME 

 

 

 

KEY TAKE AWAY: If a child has income, this could be social security income, earnings from work, or other income paid directly to the 

family’s child or children. Aggregate all children’s income and put the gross amount and frequency in Step 3 A. The application 

instructions provide a “Sources of Income for Children” table which is helpful if a family has questions.  
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APPLICATION EXAMPLE: CORRECTIONS MADE TO APPLICATION BY SCHOOL STAFF (MISSING SOCIAL SECURITY INFORMATION AND INCOME FREQUENCY) 

  

 

 

 

KEY TAKE AWAY: Make sure you make notes if you make any changes on the application through contact with the family. Include who 

you talked to, what information you gathered, your initials and the date. If the applicant makes changes, have them cross out the error, 

put the correct information and initial it. Remember – no white out!  


