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What if there is a household with foster children and non-foster
children?

* The foster children would be placed on the Free roster. For the rest of the enrolled participants, you will
need to determine eligibility by household income. When determining how many people are in the home
you will include the foster children.

What if [ have Head Start children in my center?

* Head Start participants have already been deemed Free by Head Start standards. These children do not need
to have a Confidential Income Form. However, for each Head Start participant that is enrolled in your center,
you must either have a copy of their Head Start application or a statement from the Head Start agency stating
that the child is enrolled in their program.

What if the adults in the home have two different types of income
frequency?

» If the adults in the home have two different types of income frequencies, you must convert them to annual and
add them together. For example, if Jane has a weekly income of $200 and John has a monthly income of $1,000
what would their total income be? You would take Jane’s $200 and multiply it by 52=$10,400 and then you
would take John’s $1,000 and multiply it by 12=$12,000. $10,400+$12,000=$22,400. $22,400 is their total
household income.

Are all household children considered Free if one family member receives
benefits?

* Yes, all children can be approved for Free meals through the definition of Extended Categorical Eligibility.
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Child Care Center

Attendance Reporting

Quantity
C1. Total Days of Operation: 12
C2. Total Attendance: 199
C3.  Average Daily Attendance: 17

e | ] | =] C4.  Number of Shifts: 1

Number of enrolled participants in each reimbursement category
Quantity

C5. Free Category:
C6. Reduced Category:
C7. Paid Category:
ca. Total Enrolled:

Child Meals / Snacks Served

Breakfast:
AM Snack:
Lunch:

PM Snack:
Supper:

Evening Snack:

agri.nv.gov




* Point of service must be taken as a
complete meal is received or before
the participant leaves the table.

= * A director or administrator should

conduct an edit check to indicate
which meals should be claimed for
reimbursement.

=il - It is best practice to transfer daily

counts at least weekly to the
monthly Meal Count Summary Sheet.

* You cannot claim or be reimbursed
for program adult meals, USDA these
meals must be recorded per 7 CFR
226.7(m)(2).
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FOOD SERVICE COST REPORT
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ADMINISTRATIVE SALARIE SIBENEFITS

AMNISTRATIVE LABoR EXPENSES
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MIBIES, OMAR

Food/Non-Food Cost

Keep all original receipts/invoices
and make a copy or scan
electronically for your monthly files
as originals can fade.

For each receipt mark each item
according to the following key:
N/A - not allowable food cost
FC - food cost

SC - Supply cost

Track your inventory and practice
first in, first out. Please refer to
NDA’s Monthly Financial Status
Report excel document.

Follow proper procurement
guidelines.

All claimed food costs must reconcile
with the coinciding menu.

Salaries for Operational and
Administrative labor must be
approved by NDA in NPS budget prior
to claiming.

Time Sheets must be maintained for
all employees and Time Distribution
logs reporting all hours worked must
be signed by the employee and
supervisor.

If your organization spends 100% of
your reimbursement on food, you do
not need to provide the time
distribution form.

agri.nv.gov
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All expenses must be approved
within your budget prior to claiming.

Keep all original bills and make a
copy for your monthly files as
originals can fade.

If you have a contracted service, a
contract must be submitted to NDA.

If your organization spends 100% of
your reimbursement on food, you do
not need to provide this back up
documentation during a review.




Are these costs allowable?




£ Albertsons

Store 3016 Dir John Mena
Main:(TU2) 838-4322 Rx:(702) 83B-TH48
10250 W Charleston Blvd
Las Wegas NV 89135

o GROGCERY
Store 30168 Dir John Meng
Maim( T02) B38-4322 Rx:(702) B3B-T548 BROKKN SUGAR
10250 W Charleston Blvd CRANAKERICRA TH
Las VYesas MV 89136 Resular Price
Sale Savings
0/5 LT CRAMBERRY
GROCERY Resular Price
Sale Savinas
NABISCO COOKIES

REFRIG/FROZEN

. LUCERNE AA LG EGGS
SOUR CREAM § QTY CREAM CHEE
Reaular Price Resular Price 11.94
Sale Savings Sale Savinss 1.94-
SARGENTD SLICED
PRODUCE Resular Price
Sale Savines
YOPLALT LITE
HASS AVOCADDS YOPLAIT ORIG GIRL

Resular Price 3.00 .
Sale Savinas C.50~ S BAKED GOODS

012 n_fgu-;z; EEE-E#{,BELL " NAT DWN WHAT HONEY

WT ONIONS WHITE JUMBO : Ei?:‘;‘;.'?:éi’ 2.00-

Tin: oo

ZATARAINS CILANTRO
REFRIG/FROZEN

DELI PRODUCE

FLOUR TORTILLA . 0.55 lb B $1 69 /lb
ROJOS HONESTYLE . ] uT NAVEL ORANGES
Reaular Price

TAX . Sale Savinas

sx%% BALANCE 1E LARGE LEMOMS

DELI

SC FRESH ROASTED
FT APPLEWOOD HAM

MM T T

BALANCE DOE

TAX
wxx BALANCE
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BALANCE DOE
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Rockstar is not
a creditable
food therefore
it is not an
allowable cost.

LN Albertsons

Store 30168 Dir John Meng
2) B38-4322 Rx:{(T02) BIB-TE4B
250 U Charleston Blwd

Maim: (70
1Y

[

Las Ve=zas NV 89136

GROCERY
ATARAINS CILANTRO
REFRIG/FROZEN

S0UR CREAM
Reaular Price
Sale Savings

HASS AVOLHODS
Reaular Frice

S
2

0.72 b
WT a

F

ale Savinas

QTY GREEN BELL

B $0.99 /lb

MIONS WHITE JUMBO

DELI
LOUR TORTILLA

ROJ0S HOMESTYLE

TAX
sx=x BALANCE

Cookies are a
grain-based
dessert and
are not an
allowable
cost.

£ Albertsons

Store 3016 Dir John Mena
Main:(TU2) 838-4322 Rx:(702) 83B-TH48
10250 W Charleston Blvd

Las Wegas NV 89135

GROCERY

BROEN SUGAR
CRANAKERICRA TH
Resular Price
Sale Savinas

0/5 LT CRAMBERRY

Sale Savinas 4]
NABISCO COOKIES
REFRLG/FROZEN
LUCERNE AR LG EGES
§ OTY CREAM CHEE
Resular Price 1
Sale Savipss
SARGENTD SLICED
Resular Price
Sale Savines

YOPLRIT LITE
YOPLALT ORIG GIRL

BAKED GDODS
HAT OWN WHAT HONEY

Reaular Price 3.99
Sale Savinas 2.00-

PRODUCE

0.66 Ib @ 1 .69 /lb

WT

NAVEL ORANGES
Reaular Price
Sale Savinas
|LARGE LEMOMS

DELI

SC FRESH ROASTED
FT APPLEWOOD HAM

TAX
wxis BALANCE




* Compile all invoices and receipts
onto the monthly Food Service Cost
Report. Use word document or
Monthly Financial Status Report
excel document tab to track costs.

* [t is very important to keep track of
the amount of milk that is purchased.
If NDA cannot verify that enough milk
was purchased on a review the whole
month of meals, that required milk,
will be disallowed.

* Most of your reimbursement should
be allocated to food to provide a
healthy variety to the children
enrolled in your program.




Administrative and Operational Salaries

Nevada Child and Adult Care Fosd F

353111 “hild and Adult Care Food Program > Chil Cs “ood Program
N Time Distriby

‘nse Distribution Report Log

INSTRUCTIONS: This fo or empleyees who spend paré of th
month, indicate the number of hours per day spent on administrativ
CACFP. Examples of CACFP administrative actiy =3 de, but are not
i claim for reimbursoment and attending traini
operational activities include, but are nol limited to: menu planning,
& meals and clean up after meals. This form will be used in documenting a

‘Hours Worked on

T0 BE COMPLETED BY CENTER DIRECTOR/AUTHORIZED REPRESENTATIVE
A, (HOURLY PALD STAFI)

Tota! cperational hours worked on CACFP L} x$_{ D) _(hourly wage)=$_\L(J (Total oper. CACFP salary)

B, (SALARIED STAFF)
| Total adminisirative hours worked on.
‘Total Salary for month $.
ify that payroll records




Administrative

and Operational Salaries

Total Administrative
ADMINISTRATIVE SALARIES/BENEFITS Salaries are reported
ADMINISTRATIVE LABOR EXPENSES ,73 e neflln"' monthly in Staff LabOI“
o : ; under Administrative
s G 1
Expenses on NPS claim.

BENEFITS
OPERATIONAL SALARIES/BENEFITS

OPERATIONAL LABOR EXPENSES [ Benefit £

E

Total Operational
Salaries are reported
monthly in Staff
Labor under
Operating Expenses
AT RTI £Ba - on NPS claim.




Facility Expenses

i
s F s
550 A T RN e 1

5 AL
T E WA 5
ARCPTENVN. ek SRV

ACCOUNT SUMMARY
Previous Befance
aigrrand Recsved « Bt 12
Rempining Previous Balenc
Maw Charges For Sep 10. 2
D intermet
7 Tolsphona
Cina Tima Charges snd
Tomes, Faes aod Swrchs
Tekl Hiw Chis i
| Totsl O By Nov 2, 2016

7
oX
" Business*
et tine
e

Pay/Manage your
‘account
plelectric.

ANYTOWN, PA 18062
r: 0000-0000

Meter
Your ax: meter reading is on or about May 1

This section helps you understand your year-t
wlgctrlc use by manth. Meter readings are s | Customer Name: LAST, FIRST
othenise noted. i

Monthly  Days
Comparison _ illed

Billing Perlod Type
T

"

cusToNeR

Puptaid
Page 1

Due Date Amount Dua

May12,2015| 10862

. Billing Summat (Billing details on back)
Balance at of Apr 21,2015 .00

Charges; |

Las Vegéé Vallef Water District

2.4 (702) 870.4104 Ievwrd:
{800) 252:2011 (702) wwdeom Page 1ol2

ccount Number: 01234667691
T Ellllng Dats 02/26/2018
i Due Dat:

Plaaso pay tolal by dup dule fo avoida % Jste | ¢ { Summary
chisge Faue topay by th de datespecticamay | ReoEuTL Surimery
resull in an assessmen or an increase of secudty Paymeni(s) Recaived
i Chigos
0 and Adusimons

Assignod waoring groups ars shown rext (o EACH
sarvice. S8 page 2 for assigned waloring days.

| Service Address: 123 SAMELE STREET
Current Cument  Prsious  Preous  Usagein

Meler!  Size _ Roading _ ResdDate  Roading  ReadDals 1000 Golons. |
ST )

0466216 3/4" 872 02/6/18 [T 01R1/18

This sorvice 15 in Watering Group E |
I

Billing Poried: 0201/18-02225/18  Total # of Days:
_ Meler ;0308216 . Bllled Usa,
8 Sorvica C Da u

[ Tier# 16x 51,23

Pay by Phane or Iniemel:
1800 252.2011 (702) 870-4194
‘AccountHumbor; 01234567881
Your payment is due 03232013,
A 4% lalo charge vl be charged on il oulstanding balances.
Matce check payabla to ‘Water District”

"FP MONTHLY EXPENSE

Month/Year_(
jarational = Dirsct Meal Servige e
reparation and service of maals o parficipants]

Comguter, copy machine, towe, refig a poorted by
{paper, pons, prnter ink, e miteage r B i

ADMINISTRATIVE FACILITY EXPENSES

BAUARE FOOTAGE OF CACFP OFFICE SF: + ToTAL SQuARE FOOTAG CILITY = PERCENT ATTRIBUTED
N E 3 [

(OFFICE SPACE)

inTerNET § ({1 ({)_ =TotaL Communications $ $20H6

Supparting Documents

OPERATIONAL FACILITY EXPENSES
SQUARE FOOTAGE OF GACFP FoOD SERVICE AREA + TOTAL SQUARE FOOTAGE OF FACILITY = PERGENT ATTRIBUTED

(KITCHEN, FOOD STORAGE, EATING AREA)

+ ELECTRICITY onaLUnumss $ 166489

+ Astach Criginal Invoices or Supgorting Documentation

Puge2 al2



Facility Expenses

CACFP MONTHLY EXP)
Month/Year_(

OPERATIONAL FACILITY EXPENSES
CACFP FooD SERVICE AREA SQUARE FOCTAGE OF FACILITY = PERCENT ATTRIBUTED
{ . 12V,
(KITCHEN, FCOD STORAGE, EATING AREA) (ENTIRE FACILITY) (coLumN c)

o

PERCENT ATIRBUTEG TO |
_CACFP:

+ Autoeh Original Invaioes o Supporting Dosumeniation

Page2 of’2

Total Communications
are recorded monthly
under Administrative
Expenses in NPS claim.

Total Utilities are
recorded monthly
in other under
Operating or
Administrative
Expenses in NPS
claim.
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Job descriptions must include CACFP responsibilities.

Major Activities of Monitoring Consultants:
Training and Technical Assistance
Duties:

+ Provides on-site initial fraining

o CACFP policies and procedures
o Nutritional requirements
Ongoing evaluation of provider training needs
Implements training and documents the training as necessary

Ongoing technical assistance
Adapts training to individual needs of providers

o based on education levels and learning styles

+ Ensures providers have knowledge of program requirements in order to be successful
« Documentation of all training and technical assistance in CACFP file/MM

Necessary skills and knowledge:

+ Knowledge of program requirements

o Federal Regulations
o State Agency Policy
s CNP Inc. Policy and Procedures

Knowledge of basic nutrition for children and meal pattems

Ability to analyze and determine necessary corrective action if needed

Ability to communicate verbally and in wnting, individually and in group settings
Ability to track training needs and cutcomes of training




Notification of
Unannounced
Reviews

Sponsor and

Unatfiliated

r‘g r"‘r;v ,/_ O ’er N
~——lllLCl [l 1 — 111

Reconciliation

Sponsoring organizations of centers must provide
each center with written notification of the right of
the sponsoring organization, the State Agency, the
Department, and other State and Federal officials to
make announced or unannounced reviews of its
operations during the center’s normal hours of
operation.

.ﬁ
NDA




Monitor Review
Schedule

The sponsoring organization is required to review each of its
facilities 3 times a year. At least 2 must be unannounced, 1 to include
a meal observation. At least one review must be made during each
new facility’s first four weeks of program operation. Monitoring
visits may not exceed six months. 7 CFR 226.16(d)(4)(iii). At the
completion of the review, the sponsoring organization must provide
its facilities with a copy of the review form or review report.

If findings occur upon review, it is the sponsoring organizations
responsibility to assign corrective action and follow up with the
facility to ensure that all findings have been permanently corrected.
Corrective action should be submitted to the sponsoring organization
within 2 weeks after it has been assigned.

*Independent Centers are not required to complete a self monitoring
review

*Use NDA’s self-monitoring template

)










Organizing your CACFP Records

CACFP RENEWAL
APPLICATION

1 Medium D Ring Binder

s Application
sManagement Plan

sBudget

«Supporting
documentation

sRecordkeeping Policy

*Policies & Procedures for
Monitoring, Corrective
Action, etc.

*Recent Review

*Job Descriptions

*Organizational Chart

*Monitoring

*Current FY Staff Training

*Cycle Menus, CN Labels,
Recipes, Product Labels,
Nutrition Facts, etc.

*Food Handlers/Food
Safety Manager
Certificates, if applicable

sBinder with Tab Dividers
Labeled Free, Reduced,
and Above Scale with
appropriate claiming
rosters and completed
Confidential Income
Statements

sBinders with Emergency
Contact Forms

*Monthly File Folders-Sign
in Sheets, Point of
Service Meal Counts,
Infant Meal Counts, Meal
Count Summary, Dated
Menus, Food Cost
Report, Expense
Worksheet, Labor
Costs/Time Sheets,
Sponsor & Site Claims,
Supporting
Documentation

All records must be kept electronically.

28

agri.nv.gov

*Permanent Agreement

sAdministrative Review
Procedures

*Procedures for
Complaints of
Discrimination




All staff is required to have civil rights training annually.

Prior to this training, you submitted a waiver stating that you viewed our Civil
Rights Training.

The following Civil Rights topics are required: Public Notification System,
Outreach and Education, Data Collection, Reasonable Accommodations,
Language Assistance, Civil Rights Complaint Procedures, Technical Assistance
and Training, Customer Service, and Conflict Resolution.




Additional Required Training Topics

Training Topics Who Should Attend

Purpose of CACFP Designated Official, Monitor, Site Staff

Nutrition (Encouraged) Designated Official and all CACFP Staff

Meal Pattern Requirements Designated Official, Site Staff, Cooks, Monitors

Food Safety and Sanitation Designated Official, Cooks, Site Staff

Meal Service and Approved Mealtimes Designated Official, Cooks, Site Staff, Monitors

Meal Count Designated Official, Site Staff, Cooks, Monitors, Claim Consolidators
Infant Feeding and Records Designated Official, Site Staff, Cooks, Monitors
CACFP Expenses/Budget Designated Official, Accountant, Claim Processor
Procurement Designated Official, Accountant

Claim Submission Designated Official, Claim Preparer, Claim Submitter
Reimbursement System Designated Official, Accountant

Monitoring (Sponsors with <1 site) Designated Official, Monitors

Record Keeping Designated Official, All CACFP Staff

Civil Rights Designated Official, All CACFP Staff

agri.nv.gov




Financial Viability Training

o Online training course: https://core-cacfponline.com/
= enrollment key is CORE

CORE Microlearning Mobile App
o Search to download for free: USDA CORE

Sponsoring organizations must comply with the performance
standards.

Annually sponsors must submit sufficient information to document
that:

1. Itisfinancially viable

2. Itis administratively capable

3. It has internal controls in effect to ensure accountability

Shown by providing most current yearly Balance Sheet (B/S) and
Profit & Loss Statement (P&L) and a Cash Flow Statement.

o 7 CFR 226.6 (b) (vii)

Sponsors exempt from this are governmental agencies. Fiv N


https://core-cacfponline.com/

Administrative Sponsor Reviews

Review: Cycle

All Sponsors will be
reviewed, at
minimum, every
three years. The
review will include a
meal observation.
NDA may come

unannounced. finding. All (U) and the State S this time the
; . agency institution’s T d
corrective action i . HOSEILULION ail
22,008 agreement and responsible person(s)
must be 3 P P
e judgement to placement of the may not participate in
permanently i ff . S
ted. if not differentiate institution and any federal programs.
corrected, 1t no between occasional | |designated official(s) | | All corrective/fiscal
YOI ORI or minor errors and | |on the National action must be
may be deemgq major or systemic disqualified list. The | | completed before
Seriously Deficient. errors. State agency may removal from th(’a NDL.
It is the Sponsor’s
suspend an ey
institution f h responsibility to check
}ns HHUEIONHOL SHC the NDL to ensure that
issues as health and | | they do not hire those
safety or fraudulent on the list.
activity.

If there are findings
as the result of the
review the
institution will be
required to complete
a Corrective Action
Plan for each

An institution may
be declared
seriously deficient
for any of the
reasons listed in 7
CFR

226.6(c)(3)(11)(A) -

Failure to fully and
permanently correct
the serious
deficiency(ies)
within the allotted
period of time will
result in the
termination of the

National

Disqualified List

If an institution is
terminated the
institution and
designated official(s)
will be placed on the
National Disqualified
List (NDL) for at least
three years. During

32
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Administrative Sponsor Reviews

An Administrative Review is available in response to certain
action taken by the State Agency.

CSPOILISC LO.

Determination ot

[ 1

Serious Deticiency

33 agri.nv.gov




A budget is a “living” document

o Intended for planning

o If modified send to NDA for Approval

CACFP Budget is not intended to be your
entire organizations budget

Aligns with program performance
standards and management plan




NDA

a0\



#1 Necessary

The cost must be essential to fulfill regulatory requirements for
proper and efficient administration of the program.

Example: Food, Operational Labor




#2 Reasonable

The type and amount of cost must not exceed what a
prudent person would pay under the same circumstances.




#3 Authorized #4 Limitations #5 Current
* Expressed as an | | * Must conform * Cannot be
allowable cost to limitations assigned to a
expressed by prior or future
Federal/State period

* Not expressly 1

prohibited aw

* Must be
approved prior

to purchase

NDA

h\



#6 Multiple
Awards

 No Double
Dipping!

e Cost cannot be
charged to
another award

#7 Consistent
Treatment

 Treatment of
the cost must be
the same for all
activities

#8 Net of Credits

 After credit is
applied to costs

NDA

h\



#9 Allocable

* The CACFP is only
charged its fair share

#10 Documented

* Documentation to support

the cost that was

incurred, is a Program
cost and complies with
Federal and State laws

NDA

h\



1. Your sponsoring organization purchased office supplies. The cost
was approved in the budget. The total of the supplies was $350.
However, you received a $150 instant rebate. How much can you

charge to the CACFP?

2. A Director wanted to attend a nutrition conference that has a
CACFP component. Is this allowable?

3. It is October, the start of a new federal fiscal year. In July you
needed to purchase a new refrigerator for one of your affiliated
centers. Can you include this cost in your current year’s budget since
you forgot to include it in last year’s budget?




1. You can charge $200 to CACFP. The original cost minus the instant
rebate.

2. Yes, with prior written approval for travel and registration. Only
the portion of the conference can be paid by CACFP funds.

3. No, you cannot include the cost in your current budget because it
was for a prior period.
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Procurement Methods

Micro-Purchase

* $10,000 or less

» Awarded without soliciting
competitive quotes

e Sponsor must make
purchases from all qualified
sources equally

Small/Intormal Purchase

* $250,000 or less (simplified
acquisition threshold (SAT))

» Food only contract does not
exceed $250,000

» Non-food goods and services
does not exceed $50,000

» Informal price or rate quotations
for securing products and
services (adequate #, usually 3)

» Free and open competition

e Document date, vendors and
quotes

Formal

» Over $250,000 for food and
$50,000 for non-food goods and
services

e Sponsor must conduct a cost or
price analysis

» Formal Competitive Sealed Bids,
competitive proposal or Request
for Proposal

» Refer to the NV Invitation for Bid
and Contract Template

» Any total for Food Service
Management Contract, not
including meal vendors

» Discuss Noncompetitive Contract

e circumstances with NDA.

* No specific threshold for a meal agreement with a SFA unless the

SFA has a contract with a Food Service Management Company.

agri.nv.gov
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Procurement Plan

*All sponsors must have a
procurement policy/plan in place

*Procurement Plan Prototype
available on NPS, must be completed
and on file with NDA

agri.nv.gov



NDA

Nevada Departmen
of Agriculture

laim Submission Deadline Chart/CACFP and SFSP
Food and Nutrition Division

Claim Submission Deadlines

Claim Month

« 60 day

80 day

January

v April 1

v April 21

February

April 29

May 19

March

May 30

June 19

April

June 29

July 19

May

July 30

August 19

June

August 29

September 18

July

September 29

October 19

August

October 30

November 19

September

November 29

December 19

October

December 30

January 19

November

January 29

February 18

December

v" March 1

v March 21

Original Claim and revision that increase the number of meals must be placed online by

this date.
v'  Leap Year Only - claims are due one day EARLIER.




§226.10 Program payment procedures

(e) Unless otherwise approved by FNS, the Claim for Reimbursement for any month
shall cover only Program operations for that month except if the first or last month of
Program operations in any fiscal year contains 10 operating days or less, such month
may be added to the Claim for Reimbursement for the approItJ.rlate adjacent month;
however, Claims for Reimbursement may not combine operations occurring in two
fiscal years. A final Claim for Reimbursement shall be postmarked and/or submitted to
the State agency not later than 60 days following the last day of the full month covered
by the claim. State agencies may establish shorter deadlines at their discretion. Claims
not postmarked and/or submitted within 60 days shall not be llqjald with Program funds
unless FNS determines that an exception should be granted. The State agency shall
promptly take corrective action with respect to any Claim for Reimbursement as
determined necessary through its claim review process or otherwise. In taking such
corrective action, State agencies may make upward adjustments in Program funds
claimed on claims filed within the 60 day deadline if such adjustments are completed
within 9o days of the last day of the claim month and are reflected in the final Report
of the Child and Adult Care Food Programs (FNS-44) for the claim month which is
required under 226.7(d). Upward adjustments in Program funds claimed which are not
reflected in the final FNS-44 for the claim month shall not be made unless authorized
by FNS. Downward adjustments in Program funds claimed shall always be made
without FNS authorization regardless of when it is determined that such adjustments
are necessary.




Resources

Nutrition Programs System (NPS):
https://nda.cnpus.com/prod

* Under Applications - Download Forms
o Find Resources and Documents on CACFP

« USDA Website:
https://www.fns.usda.gov/cacfp/cacfp-handbooks

If you have any additional questions, please contact our
office at 775-353-3601 or 702-668-4590.
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Nondiscrimination Statement

In accordance with federal civil rights law and USDA civil rights regulations and policies, the USDA, its agencies,
offices, employees, and institutions participating in or administering USDA programs are prohibited from
discriminating based on race, color, national origin, religion, sex, disability, age, marital status, family/parental
status, income derived from a public assistance program, political beliefs, or reprisal or retaliation for prior civil
rights activity, in any program or activity conducted or funded by USDA (not all bases apply to all programs).
Remedies and complaint filing deadlines vary by program or incident.

Persons with disabilities who require alternative means of communication for program information (e.g., Braille,
large print, audlota%)e, American Sign Langruage, etc.) should contact the state or local agency that administers
the program or contact USDA through the Telecommunications Relay Service at 711 (voice and TTY). Additionally,
program information may be made available in languages other than English.

To file a program discrimination complaint, complete the USDA Program Discrimination Complaint Form, AD-
3027, found online at How to File a Program Discrimination Complaint and at any USDA office or write a letter
addressed to USDA and provide in the letter all of the information requested in the form. To request a copy of the
complaint form, call (866) 632-9992. Submit your completed form or letter to USDA by:

Mail: U.S. Department of Agriculture, Office of the Assistant Secretary for Civil Rights, 1400 Independence
Avenue, SW, Mail Stop 9410, Washington, D.C. 20250-9410;

Fax: (202) 690-7442; or
Email: program.intake@usda.gov.

This institution is an equal opportunity provider.
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