
CHANGE YOUR PARTICIPANT NAME 

Right click on your 
name in the video 

view or in the 
participant pane

1

Click “rename” 

2
Change your name to 
include yourself and 
anyone who may be 
with you – this will 

ensure you all receive 
credit for attending
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Presenter Notes
Presentation Notes
Just a few housekeeping items before we get started – 

If your name is not being displayed, Please right click your name in the video view or in the participant pane and rename. Add anyone else’s name that is with you in attendance.



FRESH FRUIT AND VEGETABLE PROGRAM
REQUIREMENTS AND INFORMATION

DEPARTMENT OF EDUCATION – CHILD & ADULT NUTRITION SERVICES – 9/8/22

ROB INGALLS & CYNDA FREY; PROGRAM SPECIALISTS

Presenter Notes
Presentation Notes
Welcome! Thank you for joining us for the Fresh Fruit and Vegetable Program crash course participant training. This is different from FFAVORS. My name is Rob Ingalls, and I will be assisted by Cynda Frey.





TODAY’S AGENDA

 Program Basics

 Goals, History, How it works

 Operating Costs, Admin Costs

 Allowable/Not allowable Costs

 Getting Started

 Food Safety

 Financial Planning

 Menu Planning

 Purchasing Requirements

 Special Dietary Needs
3

Presenter Notes
Presentation Notes
We will be discussing program basics such as history, goals, and how to effectively run the program.  Additionally, we will touch on operating and administrative costs, as well as allowable and unallowable costs.  We will also talk about Menu planning for the fresh fruit and vegetable program.

I would also like to provide a walkthrough on claim submission, and if time allows, some program promotion.

If you think of questions throughout the presentation, please write them down, and feel free to contact me.




FFVP HANDBOOK

 USDA program guidance

 Found at: CANS-FFVP webpage, 
under Documents

 Please read through handbook for all 
basic requirements 
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Presenter Notes
Presentation Notes
If you have not yet done so already, please save a copy of the FFVP handbook.  It can be found off of our CANS-FFVP page.  If you have trouble locating the handbook, please contact me.

Some of the information in the presentation can also be found in the handbook, and will be referenced accordingly.  You will notice the reference on slides, indicating page numbers.  These page numbers are in relation to corresponding pages from the FFVP handbook.



PROGRAM GOALS- PG. 1

 Create healthier school environments by providing healthier food 
choices

 Expand the variety of fruits and vegetable (f/v) children experience

 Increase children’s f/v consumption

 Make a difference in children’s diets to impact their present and future 
health

5

Presenter Notes
Presentation Notes
First, we will talk about program goals.

The goal of the Fresh Fruit and Vegetable Program is to promote healthy food choices and expand children’s exposure to fresh fruits and vegetables, to encourage an increase in fruit and vegetable consumption.

School sites with a higher free/reduced eligibility is the primary focus of the program.



FFVP HISTORY- PG. 2

 2004 – South Dakota Indian Tribal Organization, Pine Ridge included
 FFVP became permanent through Richard B. Russell National School Lunch Act

 2006 – additional $6 million in funding

 2008 – FFVP offered nationwide
 Farm Bill directed FNS to conduct an evaluation of the FFVP

6

Presenter Notes
Presentation Notes
South Dakota was granted inclusion to the Fresh Fruit and Vegetable Program in 2004.  Previously, the FFVP was primarily a test program.  The FFVP became a permanent program the same year.  As of 2008, the Farm Bill became the primary source of funding for the FFVP.



SCHOOL YEAR 2022-2023

 Base Funding of $186.5 million for all 50 states, Guam, 
Puerto Rico, and US Virgin Islands (FY23)

 South Dakota allocation 

 $2,108,936 awarded – potentially additional funds 
available in October

 ($505,556 for 1st award – including leftover funds 
from last year)

 154 sites selected

 91 school districts

 37,243 total students
7

Presenter Notes
Presentation Notes
South Dakota was awarded about 2.1 million dollars for Fiscal Year 2023
 - We automatically hold back $200,000 for the start of the following school year, but we also had some funds that went unspent at the tail end of last school year 
 - When we budget the funds, we try to take excess amounts from the previous year’s 2nd award to add on to the first award.  

For the upcoming school year, we have 154 sites and 91 districts, covering more than 37,000 students.  



FFVP WEBSITE
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Presenter Notes
Presentation Notes
Here we can see a snapshot of the Fresh Fruit and Vegetable webpage.  
The FFVP webpage provides links for a list of participating schools, budget tracking forms, the FFVP handbook, equipment justification forms, and also resources for the program.



HOW IT WORKS-
FFVP HANDBOOK PG. 7-9

 Elementary schools receive funds based on an allocation of $50-$75 per student

 Funds are used to provide fresh f/v for all enrolled children

 School submit claims to be reimbursed for costs of program

 Fresh f/v are served at least 2 times per week during school hours
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Presenter Notes
Presentation Notes
Funding amounts are determined on a per-student allocation.  The per-student allocation amounts were determined for schools based on frequency of service.  The enrollment provided during the application process helped determine the budget per site.  We used the free/reduced eligibility from October’s school lunch claim to help make approvals for the program, in accordance with program requirements.  

 - Due to covid and lack of free/reduced percentage availability, we used the 2nd prior October claim percentages and enrollments in site selection and award determination, per USDA guidance.

More information can be found in the FFVP handbook, on page 7. 



GRANT AWARD

 Award is allocated to school in two parts

 1st award

 Allocation period of 7/1 to 9/30

 Email sent to FFVP Contact in mid August 2022

 Items to complete:

 FFVP Quiz
10

Presenter Notes
Presentation Notes
The grant award is split into two parts.

The 1st allocation runs from July 1 through September 30.  
Allocation letters have already been sent to the FFVP coordinator and/or authorized representative.  

There are a few items which are needed for FFVP participation:
The FFVP Quiz must be completed – this is a brief quiz, identifying basic areas to consider when running the program.

In prior years, schools had to complete:
The Attestation/addendum must be signed by the authorized representative or Superintendent.  This should be taken care of automatically within iCAN now.  I will reach out to the schools if additional action or information is needed.  
The FFVP Sponsor Application must be completed in iCAN.  This was completed at the time of application.  




GRANT AWARD

 2nd Allocation

 10/1 to end of the school year 

 USDA has indicated that we may receive 
additional funds for the October award; 
TBD

11

Presenter Notes
Presentation Notes
The 2nd allocation runs from October 1 through the end of the school year.  This is the bulk of your award.
The 2nd allocation cannot be used for summer snacks.

It is suggested to determine an average amount to spend per month by taking the 2nd award amount divided by the 8 (October thru May). 
 - I will try to include this information if we get revised award amounts from USDA.






WHO CAN RECEIVE THE FRESH FRUITS AND VEGETABLES?
PG. 10-11

 All elementary school children who normally 
attend the school

 Head Start or early childhood students enrolled at 
the school

 Teachers and administrators who are role 
modeling f/v consumption in the classroom 
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Presenter Notes
Presentation Notes
In regard to who can participate in the Fresh Fruit and Vegetable Program:
Elementary school is defined by how you report to the Dept. of Education (some schools have elementary schools K-8, PK-5, K-6, etc.)
This is to be consistent with the State of South Dakota Education Directory

Teachers choosing to participate with their students are strongly encouraged to include a nutrition education component to enhance modeling of healthy eating. 

No additional FFVP funds will be provided; schools must stay within their per student allocation. 

Please also note that this policy does not allow teacher or administrator fruit baskets, which were incorrectly purchased by some schools for promotional purposes when FFVP was initially implemented. Free fruits and vegetables are intended for all children enrolled in participating schools and cannot be used as gifts or rewards. You cannot withhold fruits and vegetables as a form of discipline. 




WHO CANNOT PARTICIPATE?

 Middle School, Junior High and High 
School students

 School staff not in direct contact with 
students during f/v snack time

 Community members

 Parents or grandparents
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Presenter Notes
Presentation Notes
In regard to who cannot receive the fruits and vegetables:
MS, JH, and HS students cannot receive the program
Additionally, school staff not in direct contact with the FFVP during snack time can also not participate in the program
And Community members cannot participate in this program, unless volunteering in the classroom providing the program



WHEN TO SERVE THE F/V
PG. 12-13

 Must be served during the school day

 Must be served separate of NSLP, SBP

 You decide on the time of day and days of the 
week to best fit your school

14

Presenter Notes
Presentation Notes
Must be served during the school day
Must be served separate of NSLP, SBP
You decide on the time of day and days of the week to best fit your school

When will your school serve the FFVP?



SNACK FREQUENCY

 FFVP snack must be served a minimum 
of 2 days per week

 Schools are encouraged to offer the 
program as many days of the week as 
their budget allows

15

Presenter Notes
Presentation Notes
FFVP snack must be served, or planned to be served, a minimum of 2 days per week
Schools are encouraged to offer the program as many days of the week as their budget allows

Consider serving multiple times per day toward the end of the year if you have an excess amount of funds.  




WHERE TO SERVE THE F/V?
PG. 12-13

 Classroom

 Cafeteria 
 Separate from NSLP and SBP

 Hallways
 Kiosks

 Nurse’s office

 Library

 School office
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Presenter Notes
Presentation Notes
The program can be provided in many different locations.  Here are just a few.  

Please remember that the FFVP must be provided separate, outside of the NSLP and SBP meal services.



HOW TO SERVE THE F/V?
PG. 12-13
 In the classroom
 Use of trays, rolling carts, bins

 Children/teachers pick up

 Food service staff delivers to 
classrooms or refrigerators near/in 
classrooms

 Cafeteria/Central Location
 Platters

 Trays

 Free vending machines

No accompaniments
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Presenter Notes
Presentation Notes
Some schools like to use trays, rolling carts, and bins and have students or teachers pick them up and deliver to the classroom.  This is all appropriate.  Others like to have students come down to the cafeteria.  The decision is yours.

As a reminder, schools may not provide an accompaniment with the service of fresh fruits and vegetables.  For example, a school could not provide a milk break in conjunction with the FFVP.  Even if the school pays for the milk itself, the milk cannot be provided at the same time of the FFVP service.

The thought behind this is to maintain the focus on the fresh fruits and vegetables provided.


For more information on how to serve the program, see page 12 of the FFVP handbook.  



WHAT CAN I SPEND MY AWARD ON?

FFVP Funds

Operating     
Costs

Food/Other Labor

Administrative 
Costs*

Equipment Labor

*Limited to 10% of award 18

Presenter Notes
Presentation Notes
You can spend your FFVP award on operating costs and administrative costs.  
Food, and small supplies fall under operating costs.  
Labor, depending on the type, could fall under an operating cost or an administrative cost.  
All equipment is considered administrative, and must be pre-approved.
Admin costs must be limited to no more than 10% of the total award, if you choose to do so.  


We will break this down in greater detail on the coming slides.




OPERATING COSTS – FOOD/OTHER
PG. 23

 Fresh Fruits and Vegetables
 Fresh vegetable may be cooked and served once per week 

with education lesson

 Non-Fruit or Vegetable Foods
 Low-fat or fat-free dip (vegetables only)
 Ingredients to make own dip

 Must make sure less than 30% of the calories are coming from fat

 Serving size must be 1-2 Tbsp. only

19

Presenter Notes
Presentation Notes
In regard to operating costs:
Fruits and Vegetables are considered as operating costs, and will be claimed accordingly.  
Additionally, fresh vegetables may be cooked and served one per week, as long as there is an education lesson connected.
Non-fruit or Vegetable foods can also be claimed, and would be considered as operating costs.
Low fat dips would fall into this category.  Please limit the serving size of your dip to no more than 2 tbsp, and dip can only be provided for vegetables.


We will continue with operating costs on the coming slides.



FINANCIAL PLANNING EQUIPMENT/SUPPLIES– PG. 22

1. Determine how you will serve the snack and what supplies you need
 Baskets/bins for classrooms

 Baggies, cups, forks

 Napkins

 Cleaning supplies

 wipes

2. Assess equipment needs
 Equipment justification form needed for any equipment purchase 20

Presenter Notes
Presentation Notes

Non-food small supplies may also be claimed as an operating cost.  
Small equipment items like knives, cutting boards, and bins can be claimed, in addition to paper supplies.
Provide the necessary information on the claim corresponding with the month that the item was invoiced.




FINANCIAL PLANNING – LABOR 

1. Identify employee who will be working with FFVP

2. Determine if labor will be claimed
 Labor costs should be kept to a minimum (as a bench mark, operational costs 

should not exceed 25% of your total award)

 Food production

 Snack service

 Clean-up

***FFVP labor must be documented*** 21

Presenter Notes
Presentation Notes
Labor can also be claimed as operating cost, but only as it relates to the food production, snack service, clean-up, and related tasks.  
Labor should make up a small portion of the claim, as the majority of funds should be dedicated to purchase of fresh fruits and vegetables.  
The claim form will ask for specifics on labor – such as hourly wage, number of hours worked on the program, etc.

It is important to document your labor at a local level, regarding the type of work being done and the amount of time worked.




ALLOWABLE FRUITS AND VEGETABLES
PG. 14-16

Allowable 

 Whole, fresh f/v
 Apples, bananas, oranges, strawberries, etc.

 Carrots, sweet potatoes, cherry tomatoes, 
broccoli, etc.

 Fresh broccoli/cauliflower florets; bagged 
greens

 Pre-packaged f/v cups/bags
 Ascorbic acid may be used as a preservative

 Fruit and vegetable trays

Not Allowed

 Canned or frozen f/v

 Vacuum packed f/v cups

 Dried fruit (raisins)

 F/V cups/buckets with artificial flavorings 
and/or preservatives

 Store-made fresh salsa

 Juice

 Smoothies

 Edible flowers 22

Presenter Notes
Presentation Notes
Next, we will touch on allowable and not allowable foods.

Whole, fresh fruits and vegetables are allowable
Prepackaged fresh fruits and vegetables are allowable – ascorbic acid may be used as a preservative
Fruit and Vegetable trays are also be allowed

For items not allowed – 
Canned, frozen, vacuum-packed fruits and vegetables are not allowable.
Fruits and vegetables with artificial or added flavorings are not allowable
Store-made fresh salsa is not allowed - salsa if made in the classroom as a nutrition education project is allowable—just cannot be store bought
Juice and smoothies are not allowable

Grapples (apples with artificial grape flavorings) are not allowable



NON-FRUIT AND VEGETABLE FOOD
PG. 15

Allowable

 Dips for vegetables
 1-2 Tbsp. serving size 

 Low-fat yogurt-based or other 
low-fat or non-fat dips

 Low-fat means that less than 30% 
of the calories can come from fat

 Non-fruit or vegetable 
ingredients to make your own 
dips or salsa 
 Low-fat or non-fat

Not Allowed

 Dips for fruits
 This includes caramel for apples

23

Presenter Notes
Presentation Notes
To continue with the allowables and unallowables – 

Dip is allowable, but only if it is low fat or non fat, and can only be used for vegetables.  
Carmel for apples is not allowable.

In order for peanut butter to be considered “low-fat”, only less than 30% of the calories can come from fat. Schools have to assure that the low-fat peanut butter met this requirement in order to serve it as a dip. 

Additionally, please restrict dips to be served in no greater than 2 Tbsp amounts. 



ADMINISTRATIVE COSTS
PG. 23-24

Admin Costs restricted to 10% of total award
 Labor
 Menu planning
 Purchasing
 Financial reporting

 Equipment
 Must be used exclusively for FFVP or cost must be prorated
 Pre-approval required prior to purchase

24

Presenter Notes
Presentation Notes
Next, lets touch on administrative costs.

Administrative costs must be restricted to no greater than 10% of the total award.  

Labor associated with administrative costs would include menu planning, purchasing, financial reporting, and other bookwork.

Additionally, equipment purchases are to be considered as administrative costs – and sites must receive pre-approval prior to making the purchase.  



EQUIPMENT JUSTIFICATION FORM

25

Presenter Notes
Presentation Notes
For large purchases like slicers, refrigerators, shelving, or other machinery, an equipment justification form must be filled out prior to the purchase of the equipment.  Equipment purchased with FFVP dollars can only be used for the FFVP.  Otherwise, the purchase of the equipment must be prorated over other programs.  The form can be found on the CANS/FFVP webpage.  

In addition to the form, you would need to provide a quote, or some other product description with the cost listed (like a snippet from a magazine or webpage).  Once approved by CANS, you can make the purchase, and will claim the equipment purchase on the monthly claim corresponding with the month from the invoice of the product purchase, and provide a copy of the invoice to CANS.

This would be something to only consider later in the year, after you get your budget determined and are comfortable with your program needs.



GETTING STARTED

1. Determine your budget
 Labor

 Equipment/supplies

 Food cost

2. Determine snack schedule
 How many days snack will be served (min. of 2 days per week)

 Write menus

3. Develop spec documents if needed 26

Presenter Notes
Presentation Notes
Before getting started, it is important to know your budget.  

A suggestion would be to take the allocation amount and divide by the total number of service weeks in the allocation period.  

We will discuss this on the coming slide. 




FINANCIAL PLANNING

 Determine estimated number of services per the 
allocation period (Ex: 10 services from beginning 
of school year thru Sept 30)

 Divide the allocation amount based on number 
of planned services

 Determine a dollar amount to spend per service

 Use this average amount per service as a target

 Suggest identifying a weekly average goal
*Average cost includes any expenditures needed for labor, equipment, supplies

27

Presenter Notes
Presentation Notes

I would suggest using a monthly or weekly average.  One way to budget is to determine available funds per week.

For example, the 1st allocation period runs from The start of the school year through September 30.  If there are six weeks of school during the 1st allocation period, take the 1st allocation amount divided by six to determine how much money can be spent per week.

From here, you can get hypothetical costs of fruits and vegetables, which in turn can help determine how many days per week you can provide the program.  If you are just starting out, it would be suggested to start with the minimum of two day

If two days per week cannot be served due to adjusted schedules, weather delays, etc., don’t fret; do the best you can.  You would like to plan for a minimum of two days per week, though.



BUDGETING 

 The school needs to be fiscally responsible for managing this 
grant
 Establish a monthly budget to assist you in tracking funds and ensure timely 

expenditures of program funds

 Weekly amount

 Not spending the money is a disservice to your students

28

Presenter Notes
Presentation Notes
Establish a method to ensure that whoever is responsible for ordering product is aware of the amount of allocation remaining.  Remember to spend your funds responsibly.



60/90 DAY CLAIMING

Claim Month 60 Day Deadline

July September 29

August October 30

September November 29

October December 30

November January 29

December March 1**

January April 1**

February April 29

March May 30

April June 29

May July 30

June August 29

Federal regulations 
require claims be 
reviewed and 
approved within 60 
calendar days from 
the last day of the 
claim month.

29

**During a leap year, the 
due date is one day 
earlier

Presenter Notes
Presentation Notes
The Due date is the 10th of the following month.  If claims are not in by the 10th of the following month, they may not be approved and paid until the following month.

Claiming for the FFVP follows the same 60/90 day rule as other programs like NSLP and SBP.




FFVP CLAIMING– PG. 25-27

 Submit through iCAN

 Claims must be submitted by the 10th of the month following 
the claim month and must follow the FNS 60/90 day claim 
guidance

 August/September claim is the only claim that can be 
combined.

30

Presenter Notes
Presentation Notes
FFVP claims for reimbursement are to be submitted through the iCAN system. Best practice would be to keep a copy of the iCAN FFVP claim instructions for the first few months until you feel comfortable.  

For more information regarding claim submission, please observe the FFVP Claim Submission presentation, or review claim instructions previously sent to the district, and also posted on the CANS-FFVP webpage.



MENU PLANNING

31

Presenter Notes
Presentation Notes
Next, we are going to touch on menu planning.




MENU PLANNING

 Must include fruit and vegetables

 Introduce students to a wide variety

 Try different varieties of common 
fruit 
 Honey Crisp, Red Delicious, and Granny 

Smith apples

 Bartlett, Bosc, and Anjou pears

 Think exotic – try kumquats, star 
fruit, and pomegranates 32

Presenter Notes
Presentation Notes
When menu planning the FFVP, you must plan both fruits and vegetables.  You may need to try different strategies with vegetables, by starting with a fruit/vegetable mix, or a smaller amount of vegetables.  

Consider increasing the frequency of serving the program, or trying more expensive items.  Sometimes it can be tough for us to be willing to spend funds, but please try to spend as much of the FFVP allocation as you can.  

Any unspent funds will be returned to the USDA.  Funds cannot be carried over from one allocation to another.  



SAMPLE MENU

33

Presenter Notes
Presentation Notes
Although not required, some schools post and use menus with the FFVP.  This can be beneficial for personnel in charge of prep, as well as classroom teachers for preparation of cross curricular lesson plans, and even for students from an expectation standpoint.

You are not required to create a menu or use production records, however, these tactics may be helpful from a local operational standpoint.



SAMPLE MENU

April

34

Presenter Notes
Presentation Notes
Another sample menu.

You are not required to create a menu or use production records, however, these tactics may be helpful from a local operational standpoint.




MENU PLANNING

 Seasonal foods – try to choose foods in-season to lower cost
 Apples, broccoli, cucumbers in the fall

 Pears and citrus fruits in winter

 Asparagus, lettuce, and berries in late spring

 Exotic fruits will likely cost more

 Pair higher priced foods with lower cost foods to maintain an average 
price per snack

35

Presenter Notes
Presentation Notes
You may want to consider to use in-season vegetables in order to stretch funding.  Visit with local growers or distributors to determine how to get the best bang for your buck.  That said, as previously discussed, be aware of your budget, and the amount you have available.  Consider adjusting products based on the current state of your remaining allocation.

If you do not know your allocation amount, open up communication with the person submitting claims for reimbursement.  



MENU PLANNING

 Different portions for grades

 Start small
 New program = new foods

 Start with small servings of ¼ cup or less

 Increase with time
 New favorites may develop

 Increase servings to ½ cup if liked by students

 Don’t give up!
 Vegetables must be served even if children “like fruit better”

 Strive to offer vegetables as many times as fruit!

 Continue to serve small portions of foods not well received

 10-16 times to try a food item to build healthy habits
36

Presenter Notes
Presentation Notes
IF you are just starting out:
Consider Different portions for grades
Start small
Start with small servings of ¼ cup or less
Increase with time
New favorites may develop
You may be able to potentially increase servings to ½ cup if liked by students
Don’t give up!
Vegetables must be served even if children “like fruit better”
Strive to offer vegetables as many times as fruit!
Continue to serve small portions of foods not well received
10-16 times to try a food item to build healthy habits




MENU PLANNING

 Spend your money!!
 Any FFVP funds not used get sent back 

to USDA

 OKAY to start more conservatively

 Don’t be afraid of expensive items

37
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Presentation Notes
Try to budget effectively.  Any funds not used are sent back to USDA.  With this said, it is definitely acceptable and understandable to start the program a bit more conservatively.  Once you feel more comfortable, don’t be afraid of trying items that are a bit more expensive or rare.  

Most schools start with a conservative amount on rare fruits or vegetables to avoid the potential for waste.



SPECIAL DIETARY NEEDS

 Texture modifications – soft, cut, pureed, etc.
 Physician’s statement is not required
 Recommended obtain statement with directions for texture 

modification

 Food Substitutions – child cannot tolerate food in altered 
format
 Physician’s statement is required and should include: child’s 

disability, explanation of restrictions, food or foods to be omitted 
from diet

 Request list of food choices that can be used as a substitute
38

Presenter Notes
Presentation Notes
Modifications may need to be made for special dietary needs, and that is OK.  Feel free to contact me for specific issues if you are unsure how to handle the service of an item.

Consider special dietary needs of children in order to allow all elementary site students to participate.  



FOOD SAFETY IN THE FFVP
PG. 31-32

39

Presenter Notes
Presentation Notes
Next we will touch on Food Safety as it relates to the Fresh Fruit and Vegetable Program.
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HANDLING FRESH PRODUCE IN SCHOOLS

40

Presenter Notes
Presentation Notes
To prevent foodborne illness, fresh produce needs to be handled with care at each step from farm to table. 

Consider food safety processes used during food service preparation.  



HANDLING FRESH PRODUCE IN SCHOOLS

41

Presenter Notes
Presentation Notes
Wash fruits and vegetables under flowing water.  Do not allow fruits and vegetables to ‘soak’ in water, as the location of the stem can work as an absorbant.



HANDLING FRESH PRODUCE IN SCHOOLS
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Presenter Notes
Presentation Notes
Remember to follow good hygiene practices, and wash your hands.



HANDLING FRESH PRODUCE IN SCHOOLS
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Presenter Notes
Presentation Notes
Consider common serving practices, and translate these practices for use during the FFVP, depending on the setup.

Avoid temperature danger zones, store product in refrigeration after cut, clearly label products in storage.  



HANDLING FRESH PRODUCE IN SCHOOLS
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Presenter Notes
Presentation Notes
Keep fruits and vegetables at least six inches off the floor, and do not store under raw foods, or areas with potential for cross contamination



HANDLING FRESH PRODUCE IN SCHOOLS
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Presenter Notes
Presentation Notes
Remember that food service employees need a refresher course on the food safety plan every school year.



STANDARD OPERATING PROCEDURES (SOPS)

46

Presenter Notes
Presentation Notes
As with school lunch, FFVP should also follow a standard operating procedure.  If you keep a SOP in your food safety plan regarding the handling and washing of fruits and vegetables you are covered.  If you would like to add the FFVP SOP to the food safety plan, it is available on the CANS-FFVP website.  You can also contact me with any questions.



PURCHASING IN THE FFVP
PG. 17-19

47

Presenter Notes
Presentation Notes
Next, we are going to touch on purchasing.

FFVP Schools must follow proper procurement procedures. 



PURCHASING 

 Produce must always be graded and inspected according to existing local, State and 
Federal guidelines

48

Presenter Notes
Presentation Notes
Finding suitable vendors or suppliers that provide a reliable supply of produce has been a challenge for a number of schools. Many schools purchase fruits and vegetable from food wholesalers or brokers. The vendors deliver shipments of fresh produce directly to the schools, sometimes through a distributor.  



SCHOOLS MAY…

 Buy produce from your local grocery stores and farmers’ markets, or contact 
conventional and organic growers, and commercial distributors 

49

Presenter Notes
Presentation Notes
Schools may…
Buy produce from your local grocery stores and farmers’ markets, or contact conventional and organic growers, and distributors
Local grocery stores and other retailers are not only good suppliers of fruits and vegetables, but also might be valued partners for free nutrition education and promotional activities. 
Support farm-to-school projects by purchasing fresh fruits and vegetables from growers and farmers in your community
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SCHOOLS MAY NOT…

 Use commodity dollars for FFVP usage. (DON’T DO THIS)
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Presenter Notes
Presentation Notes
You cannot use entitlement dollars for FFVP, and then claim for reimbursement – this is ‘double-dipping’
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PURCHASING

Buy American

 USDA requires schools to 
purchase products of “domestic 
origin” when purchasing products 
with federal funds.

 Schools may not purchase the 
cheaper product if it is produced in 
a foreign country, unless there is a 
‘substantial’ price difference 51

Schools must purchase products from America 
unless it is an item that is not available in America, 
for example, bananas. 

Presenter Notes
Presentation Notes
When you are purchasing fresh produce, including produce from local vendors, proper procurement procedures must be followed. 


Buy American whenever possible.


CANS has a Buy American Form that can be used when working with a Vendor; otherwise, a Vendor printout or notation indicating that the product is not domestically available, or a price comparison of the product domestic versus foreign is also sufficient. CANS does not need this documentation – this would be for your own records.



PURCHASING FLOWCHART

Determine Product to Purchase
(May need written specifications)

Prime Vendor 
Grocery Store, 

Convenience store, 
other vendors

Local Growers 
(farmers, orchards, 
farmers markets)

Purchase Products
52

Presenter Notes
Presentation Notes
Consider various avenues of where to purchase produce from, in order to follow procurement requirements.

Request quotes from local grocers and suppliers.  Keep the communication on file, and select the option that is the best for your school.  




PURCHASING

 Specifications may include

 Food item

 Size of that food item

 Whole or pre-cut

 Amount to be purchased

 Delivery schedule/pick-up, cost of delivery
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Presenter Notes
Presentation Notes
Produce specifications may be needed to ensure quality produce. Also make sure to not create specifications that are too specific.  Ask what various grocers can provide, and let them know what you are looking for.



INVOICES

 Ask the vendor to invoice the f/v purchased for this program on a separate invoice 
so you can easily complete the claim for reimbursement
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Presenter Notes
Presentation Notes
Keep your invoices!  Keep the invoices on file, and organize by month.  These invoices will be looked at on an administrative review.
  - If not separated, this is OK, but keep a copy of the invoices specifically for tracking of FFVP; I would suggest highlighting the items on the invoice copies which were used for FFVP – this will make things easier for submitting claims, and for a future review.  

Although not specified in the FFVP rules, I typically suggest to schools to submit items on claims based on the item’s invoice date. If an item is invoiced for September 30, but not used until October 5, you can include it on the September claim. 



LEFTOVERS– PG. 18

 If you cannot easily use the leftovers in the FFVP, you may be 
able to use them in your school meal programs—but only to 
avoid waste. 

 Plan to use the f/v purchased with FFVP funds as part of the 
FFVP.
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Presenter Notes
Presentation Notes
If you cannot easily use the leftovers in the FFVP, you may be able to use them in your school meal programs—but only to avoid waste. This should not be a regularity.  Plan to use the f/v purchased with FFVP funds as part of the FFVP, and adjust your forecasting of purchases based on prior popularity of a product.




BUDGETING 

 The school needs to be fiscally responsible for managing this grant

 Establish a monthly budget to assist you in tracking funds and ensure timely 
expenditures of program funds

 Weekly amount

 Not spending the money is a disservice to your students
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Presenter Notes
Presentation Notes
Establish a method to ensure that whomever is responsible for ordering product is aware of the amount of allocation remaining.  Remember to spend your funds responsibly.

Consider using the budget tracker form, or determine a weekly average of your allocation period.




FFVP CLAIMING– PG. 25-27

 Submit through iCAN

 Claims must be submitted by the 10th of the month following 
the claim month and must follow the FNS 60/90 day claim 
guidance

 August/September claim is the only claim that can be 
combined.
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Presenter Notes
Presentation Notes
FFVP claims for reimbursement are to be submitted through the iCAN system. Best practice would be to keep a copy of the iCAN FFVP claim instructions for the first few months until you feel comfortable. August and September are the only claim months that can be combined; if combining, the information would go into the September claim. 

The FFVP Coordinator should have received the instructions. We will look more closely at the claim form and process momentarily. 




CLAIMS FOR REIMBURSEMENT

 Costs are allocated to individual schools
 Separate claim for reimbursement per school

 F/V, labor, supplies, equipment must be school specific
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Presenter Notes
Presentation Notes
As a reminder, costs are allocated to individual sites.  A separate claim for reimbursement must be submitted for each site.  This would include fruit and vegetable purchases per site, labor per site (if claimed), small supplies, and equipment.



1.

2.

3.
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Submitting a Claim

Presenter Notes
Presentation Notes
After logging in to iCAN, you will select the claims button on the top, as we can see in figure 1.

Then, select Claim – FFVP, if the option is available, as seen in figure 2.  If you cannot see the FFVP section of the claims, you do not have security rights for FFVP.  Please fill out a new user request, asking for FFVP claim rights, and submit to the CANS office.  If you have any questions, please contact the CANS office.

After that, select the month that you are submitting a claim for, as seen in figure 3.



CLAIM WORKSHEET – COVER PAGE
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Presenter Notes
Presentation Notes
Next, you must click Add Original Claim.

After clicking on Add Original Claim, and clicking Add for the specific site, you can provide information for the specific parts of the claim.  Click on Fresh Fruit and Vegetable Costs first.



CLAIM – FRUIT AND VEGETABLE
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Presenter Notes
Presentation Notes
After clicking on Fresh Fruit and Vegetable Costs, enter the product description, size/weight/count of product, number of units, and cost per unit.  The Total Unit Cost will automatically calculate.

The size/weight of shipping unit should be entered as the count, or number of products in one unit.  

Here, we can see the school is claiming 3 units of bananas, each at 19.97, which comes to a total of 59.91.  According to the size, each unit has 100 bananas.

Click Save when you are finished with listing your fruits and vegetables.



CLAIM – OTHER EXPENDITURES
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Presenter Notes
Presentation Notes
After clicking Save, click Finish on the Fruit and Vegetable section.  You will then be returned to the Claim Expenditure section.  Here, you can click on Operational costs or administrative costs, if you have other expenditures to claim.  Follow the previous steps if there are additional items to claim.  We will touch on Operational Costs in the next slide.

Remember that Administrative Costs, such as labor associated with menu planning, purchasing, and financial reporting cannot exceed 10% of the total award.  You are not required to claim administrative costs. 

Additionally, equipment purchases are to be considered as administrative costs – and sites must receive pre-approval prior to making the purchase.  




CLAIM – OTHER EXPENDITURES
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Presenter Notes
Presentation Notes
When claiming personnel costs in the Operational Costs section, provide the employee’s name, and a brief statement on work completed.  Include number of hours claimed from the month for FFVP, and the hourly rate.  Labor cost will be automatically calculated if you tab to the next box.  As a reminder, you do not need to claim labor.  In our example, we can see that Sally Strawberry worked 20 hours of FFVP over the month, at a rate of 15 dollars per hour, which calculates $300 of FFVP labor over the month.

For Small supplies, provide a product description, and number of units with the cost per unit.  The total unit cost will automatically calculate.  Here in our example, we can see that 2 units of Lowfat Peanut Butter were claimed at a cost of 6.99 per unit.

Once you are finished with this section, click Save.




CLAIM – SUBMITTING FOR PAYMENT
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Presenter Notes
Presentation Notes
After clicking Save, click Finish if you are ready to submit.  Remember to include number of operational days for the claim month.

Next, you will see a red button that says ‘Submit for Payment’.  When you are ready to submit, click this button.  

After submitting for payment, your claim status will indicate ‘Pending Approval’.


Do not click the back arrow on your browser; I have seen some schools accidentally ‘undo’ their claim submission. Always use the in-app navigation within iCAN, or just log out after submitting the claim. 



SAMPLE INVOICE
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Presenter Notes
Presentation Notes
Keep invoices on file at your school.  You do not need to submit the invoices to the CANS office.

Some schools order all FFVP products within the same invoice as other food for other programs.  This is fine.  It would be best practice to have a copy of the invoice, and highlight the FFVP items.



SAMPLE INVOICE
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Presenter Notes
Presentation Notes
Other schools are able to have the FFVP items broken out from the main invoices.  This seems to work well for many schools.



SAMPLE TIME CARD – LABOR 
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Presenter Notes
Presentation Notes
If you are claiming labor with FFVP money, remember to develop a method of tracking the labor designated as FFVP to be claimed.



FILING A SECOND CLAIM

 Schools must complete a new claim each month using the same process each month

 No data will carry over

 If revisions need to be made to any already submitted claim, submit the revised claim 
and the difference will be reimbursed if approved. 
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Presenter Notes
Presentation Notes
Schools must complete a new claim each month using the same process each month
No data will carry over
If revisions need to be made to any already submitted claim, submit the revised claim and the difference will be reimbursed if approved. 

You can complete a revised claim on iCAN, if needed.  If difficulty with filing a second claim occurs, please contact myself or DOE Finance & Management.



ONE-TIME EXCEPTION

 If something comes up where a claim is not submitted by the Final Deadline for the 
claim, a one-time exception can be filed. 

 School districts can only submit a one-time exception form once every 36 months. 

 If your school has submitted a one-time exception within the last 3 years, your claim 
will not be reimbursed if submitted after the Final Deadline of the claim. 
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Presentation Notes
And lastly, the One time Exception.

If something comes up where a claim is not submitted by the deadline, a one-time exception can be filed. 

School districts can only submit a one-time exception form once every 36 months. 
If your school has submitted a one-time exception within the last 3 years, your claim will not be reimbursed if submitted after the deadline. 

If one-time exception use is needed, please contact myself or DOE Finance & Management, as submitting a claim outside of the due date window will trigger an error.



CHECKING REMAINING BALANCE

 Claims  Claim – FFVP 

Presenter Notes
Presentation Notes
Lastly, we will look at how to check your remaining FFVP balance

You will select Claims, then Claim - FFVP



CHECKING REMAINING BALANCE –YEAR TOTAL

Year Total – Will need to click into a month to see the Award Period Totals

Presenter Notes
Presentation Notes
From the FFVP page, you will be able to see the Year Total, however, the Remaining Balance may be misleading.

As we can see, this table indicates the Total for the Year.
 - This means that the Remaining Balance is displaying funds remaining from the First Award AND the Second Award.

If a school left some funds on the table at the end of the 1st Award Period, those funds would display here, however, any excess amount from the 1st award cannot be spent after September 30. 


In order to get an accurate result of amount remaining, we will want to select one of the months. 





AMOUNT REMAINING FOR THE GRANT PERIOD, 

Presenter Notes
Presentation Notes
Here, we selected the month of September. We can see the Grant Period identifies July thru September, and the amount remaining for the Grant Period. This school had a site that left about $117 unspent from the August/September period, and another school that left about $2,189 unspent from the September period.

Although these amounts are no longer accessible for the school, these amounts are displaying on the previous table for the full grant year.



AMOUNT REMAINING FOR THE GRANT PERIOD, CONTINUED

Presenter Notes
Presentation Notes
Here, for the same school, we selected the month of June. We can see the Grant Period identifies October thru June, and the amount remaining for the Award Period.
 - To summarize, when you want to check the amount remaining, always click into a Month so you can see the amount remaining for the Award Period. 


These instructions are also in the FFVP iCAN Manual, posted on the FFVP webpage, and linked in previous email communication. 

You can also contact our office if you would like to double-check. 



PROGRAM PROMOTION– PG. 29-30

No FFVP funds may be used for educational or 
promotional materials 74

Presenter Notes
Presentation Notes
One area that gets swept under the rug with FFVP is program promotion.  There is an expectation that the school promotes the program.  This can be done by using bulletin boards, sending home communication to parents, having event days, and even outreach to local newspapers.  Although, keep in mind that awarded FFVP funds cannot be used for educational or promotional materials.  You may remember this question from the application.



PROGRAM PROMOTION  - KICK-OFF EVENTS

Sturgis Elementary School 75

Presenter Notes
Presentation Notes
Here we have a picture of a kickoff event at Sturgis Elementary School a few years back



PROGRAM PROMOTION  - IN-SCHOOL TASTING DAYS
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Presenter Notes
Presentation Notes
Some schools have used in-school tasting sessions which occur outside of school lunch and breakfast meal service, without any accompaniments like milk or juice break.



PROGRAM PROMOTION - FARMERS MARKET DAY
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Presenter Notes
Presentation Notes
Consider incorporating a farmers market day from local grocers.  This can be an excellent way to determine popular products to consider purchasing for the program, and also encourage students to try various types of vegetables and fruits, while also promoting local product.



PROGRAM PROMOTION

 Utilize the press
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Presenter Notes
Presentation Notes
It is a great idea to promote the program through a local publication.  Being selected for the FFVP is an honor and a privilege.  It is a great idea to promote to the community that fresh fruits and vegetables are to be provided as snack to your elementary students.  Be proud to be selected for the program, and feel free to let others know!



PROGRAM PROMOTION

 Utilize School Resources

 Newsletter

 Website

 Bulletin Boards

 PTA/PTO

 Volunteers
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Presenter Notes
Presentation Notes
Use any resources available to promote your program.  This may be as simple as a bulletin board.



PROGRAM PROMOTION

 Work with school staff

 Ask for volunteers to assist in program promotion

 Collaborate on ideas for health and wellness activities

 Health fairs

 Art: students create posters

 Music: develop/sing a f/v school song

 Library: students are read stories involving f/v and books featuring f/v are 
highlighted
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Presenter Notes
Presentation Notes
Work with other staff members to help promote the program.  Not every school in the State receives the opportunity to participate in this program.  

See if fellow staff members would be willing to consider cross curricular nutrition education in their classroom, which corresponds with the Fresh Fruit and Vegetable Program.



PROGRAM PROMOTION

 “Fruit/Vegetable of the Month” – F/V 
chosen is highlighted

 Harvest of the Month

 Multiple snacks during the month

 Nutrition education focuses on chosen 
f/v

 Election Day – vote on f/v to be served

 Colored Day – all students wear the color 
of their assigned fruit (Granny Smith Green 
or Regent Apple Red)
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Presenter Notes
Presentation Notes
Some schools try to get creative with the marketing and service of the program.  

Consider a Fruit or Vegetable of the Month to highlight.  You could have multiple similar snacks throughout the month, with nutrition education available.  

Have students vote on a vegetable or fruit to be served – very democratic.

Even something as simple as ‘color day’ would allow for students to wear a corresponding color of a fruit or vegetable.



NUTRITION EDUCATION– PG. 20-21
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Presenter Notes
Presentation Notes
For too many children, pro-duce they see in school might be their first exposure to fresh fruits and vegetables, and the only ones they see that day. That is why nutrition education is critical to the program’s success. 

Try to incorporate nutrition education with the service of fresh fruits and vegetables.



NUTRITION EDUCATION

 Vital component of program success

 First exposure to f/v for many children

 Use a variety of methods to provide 
education depending on grade level

 Nutrition education should be done in 
the classroom and the cafeteria
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Presenter Notes
Presentation Notes
Nutrition Education is

A Vital component of program success and again, potentially early exposure to f/v for many children

Use a variety of methods to provide education depending on grade level
Nutrition education can be done in the classroom and the cafeteria



NUTRITION EDUCATION – BEYOND THE FRUITS AND VEGETABLES

 “In a survey of Connecticut 
teachers, 98 percent of 
elementary teachers felt that 
nutrition should be taught in 
schools but 56 percent reported 
teaching nutrition to their 
students.”

Connie Liakos Evers, How to Teach Nutrition to Kids, 2006, p.34. 
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Presentation Notes
Nutrition Education is an area that basically everyone feels should be taught, but restraints and barriers are typically always in the way.

We all know that nutrition is important.  You don’t need to be a dietitian to teach nutrition related education to students.  Promoting nutrition education at the elementary level can potentially build a base for students in the future.




NUTRITION EDUCATION
EXAMPLES

 September – Two-Bite Club
 October – Cantaloupe
 November – Sweet Potatoes
 December – Cranberries
 January – Milk/Banana
 February – Bread
 March – Green Salad
 April – Nutrition Fair

 Examples

 Hands on Demos

 Coloring Pages

 Videos

 Dances/Games

 Mystery Box

 Samples

 Crafts
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Presentation Notes
Here we have a list of some simple nutrition education example.

One school went into a 4 year old kindergarten class twice a month for 15-20 minutes. They made sure the nutrition education messages were simple in concept and basic in delivery. There were always hands on experiences provided in each session as well. 

You can be as creative as you would like.



NUTRITION IN THE CLASSROOM

 Work with teachers to add nutrition into the current curriculum (math, science, 
reading, etc.)

 Nutrition fair for the entire elementary school

 Working to develop student idea menus for middle school and high school by going 
into the classroom

 Can also incorporate NSLP/SBP too

 Serve popular f/v on the NSLP/SBP
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Presentation Notes
Work with teachers to add nutrition into the current curriculum (math, science, reading, etc.).  Most teachers are willing to consider cross-curricular education if it makes sense with classroom goals.
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FUN F/V BOOKS

 The Very Hungry Caterpillar

 Carle E.

 Green Eggs and Ham

 Dr. Seuss

 Eating the Alphabet: Fruits & Vegetables from A to Z

 Ehlert L.

 Gregory the Terrible Eater

 Sharmat M.

 D.W. the Picky Eater

 Brown M.

 The Two-Bite Club

 Food and Nutrition Services

 The Vegetables We Eat

 Gibbons G. 

 The Monster Health Book

 Miller E. 

 Eating Fractions

 McMillian B. 
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Presenter Notes
Presentation Notes
Here is a list of books that could potentially be a starting point for promotion of nutrition, at least from an exposure standpoint.
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NUTRITION EDUCATION – CLASSROOM 

 Incorporate f/v into core class lessons
 Health and nutrition

 Plant science

 Food origins

 School gardens

 Field trips to local farms

 Visit from local farmers
88
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Presentation Notes
Teachers can look to incorporate nutrition education into core class lessons without derailing  their core lesson
Consider starting school gardens, or setting up a field trip to a local farm



CLASSROOM LEARNING
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Presenter Notes
Presentation Notes
Use classroom learning.  This could be something that can be done during the service of fruits and vegetables.



NUTRITION EDUCATION – CLASSROOM 

 Food for Thought
 F/V trivia

 F/V song

 F/V fact of the day

 Nutrition lessons at snack time
 Harvest of the Month

 Fact Sheets on the CANS/FFVP website
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Presenter Notes
Presentation Notes
Something as simple as trivia during your FFVP time would be a start. Consider various exposures to fruit and vegetables by using trivia or fact sheets.

What two states produce the most blueberries in the US?  
Answers: Michigan and New Jersey




NUTRITION EDUCATION
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Presenter Notes
Presentation Notes
We also have some resources posted on the FFVP page.  The Fact Cards are pretty neat for providing facts on common and uncommon produce.



NUTRITION EDUCATION – CAFETERIA

 Table tents

 Menus

 F/V facts

 F/V pictures

 Decorate the school/cafeteria

 Posters from Team Nutrition, Fuel Up to Play 60, art students

 Poster contest for students
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Presenter Notes
Presentation Notes
Some schools use table tents or pictures with fun facts in the cafeteria.



NUTRITION EDUCATION – CAFETERIA 

 Taste Test
 Apple 

 Tomatoes

 Pears

 Incorporate FFVP snacks into 
lunch and breakfast menus 
and highlight nutrition facts
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Presenter Notes
Presentation Notes
Consider incorporating the same snack items into lunch or breakfast later on.  Students may make a connection that this particular food item on the lunch service line was the same type of item they had for snack recently.



NUTRITION EDUCATION – CAFETERIA 

 Highlight locally grown produce on menus

 Create a nutrition resource cart
 Games/worksheets

 Fact sheets

 Coloring pages 

94

Presenter Notes
Presentation Notes
You can highlight food items that are provided in the FFVP or at lunch if they are locally grown.  Games, worksheets, fact sheets, and coloring pages also are a simple way of promoting your program.



NUTRITION EDUCATION 
TASTE-TEST SURVEY

56%

12%

32%

Asparagus Survey 

Liked=GRAY
Didn't
like=BLUE

67%
15%

18%

Junior Kindergarten Aspargus 
Survey 

Liked=GRAY
Didn't
like=BLUE
Not

Webster and Lincoln Elementary 
Yankton School District 95

Presenter Notes
Presentation Notes
A while back we had a school that conducted their own surveys.  This could be a fun idea to promote nutrition and the trying of fruits and vegetables.



ADDITIONAL EDUCATION, PROMOTION 
RESOURCES, & PARTNERSHIPS 

 SDSU Extension Educators

 Local supermarkets

 Local farmer’s market

 HealthySD.gov

 Media

 South Dakota Dietetics Association
 Local dietetic groups and students

 Nutrition Network

 PTA/PTO

 Community service groups

 Ag in the classroom

 Area businesses

 Wellness committee

 Dakota Rural Action

 Hospitals and other health 
associations 
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Presenter Notes
Presentation Notes
Here we have additional resources for nutrition education.



THANK YOU!

Please feel free to contact 

Rob Ingalls, FFVP Coordinator

 605-773-2977

 rob.ingalls@state.sd.us
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Presentation Notes
Thank you for observing the FFVP Program Requirements and Information presentation.

Please feel free to contact me with any questions.

Post the Survey Link.
 - https://forms.office.com/pages/designpagev2.aspx?origin=OfficeDotCom&lang=en-US&route=GroupForms&subpage=design&id=fFSvcKtpbUG0plQ7XOUrmX0m3-SQysRGkQ9pqUYlfwxUMU9GTVVKSVNJQVBMQTRUUkg4OFUzM0wxRiQlQCN0PWcu
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FFVP Requirements Training

This training credits for 60 minutes of training in

Key Areas 2 & 3
Operations and Administration

3200 – Program Management; 3220 – Standardized Operating Procedures

2400 – Purchasing/Procurement; 2640 – Food Safety Culture

Your Name:

Date of Training:

Presenter Notes
Presentation Notes
Post the Survey Link.
 - https://forms.office.com/pages/designpagev2.aspx?origin=OfficeDotCom&lang=en-US&route=GroupForms&subpage=design&id=fFSvcKtpbUG0plQ7XOUrmX0m3-SQysRGkQ9pqUYlfwxUMU9GTVVKSVNJQVBMQTRUUkg4OFUzM0wxRiQlQCN0PWcu




NONDISCRIMINATION STATEMENT

 In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and policies, the USDA, its 
Agencies, offices, and employees, and institutions participating in or administering USDA programs are prohibited from discriminating based 
on race, color, national origin, sex, disability, age, or reprisal or retaliation for prior civil rights activity in any program or activity conducted or 
funded by USDA.

 Persons with disabilities who require alternative means of communication for program information (e.g. Braille, large print, audiotape, 
American Sign Language, etc.), should contact the Agency (State or local) where they applied for benefits. Individuals who are deaf, hard of 
hearing or have speech disabilities may contact USDA through the Federal Relay Service at (800) 877-8339. Additionally, program information 
may be made available in languages other than English.

 To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, (AD-3027) found online at: How 
to File a 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:

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

2. fax: (202) 690-7442; or

3. email: program.intake@usda.gov.

This institution is an equal opportunity provider.
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https://www.usda.gov/sites/default/files/documents/USDA-OASCR%20P-Complaint-Form-0508-0002-508-11-28-17Fax2Mail.pdf
https://www.usda.gov/oascr/how-to-file-a-program-discrimination-complaint
mailto:program.intake@usda.gov
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