


Disclaimer

This training was developed by the Arizona Department of Education (ADE) Health and Nutrition Services
Division (HNS). The content in this training is intended for professionals operating one or more USDA Child
Nutrition Programs in Arizona under the direction of ADE. The information in this training is subject to
change. Attendees are encouraged to access professional development materials directly from the

training library to prevent use of outdated content.



Nntended Audience

This training is intended for School Food
Authorities (SFASs) in Arizona operating the USDA
Foods in Schools Program.

Opjectives

At the end of this training, attendees should be
able to:

e understand how to how to identify the must ship by
date;

e understand how to plan for future shipments;

e schedule a shipment and avoid excess storage fees;
and

e complete a shipment verification.




USDA FOODS IN \!L*'/
SCHOOLS PROGRAM
myFOODS SYSTEM MANUAL

The instruction within this Online Course is based on guidance from

the myFOODS System Manual. This manual can be accessed in the
Documents section of the myFOODS system.

It is recommended to review the myFOODS system manual in
addition to completing this How-To-Guide for complete

understanding of the scheduling and verifying shipments process.

Click here to access the manual.


https://www.azed.gov/sites/default/files/2024/08/myFOODS%20Systems%20Manual.pdf

Quiz Time

”~ ‘
I . b"‘ ] .
- _ - |
” 4 n




Table of Contents

Section 1: My Shipments Overview
Section 2: Scheduling Shipments
Section 3: Editing a Shipment

Section 4: Completing a Shipment Verification

7-19

20-29

30-33

34-33







SECTION 1 MY SHIPMENTS OVERVIEW SLIDE 8

Definitions

Available Materials:
A list of USDA Foods materials requested on the Brown Box Product Catalog and purchased by USDA.

USDA Shipping Period:
The first half or second half of the month in which you requested (Brown Box Catalog Requisition
Process) the USDA Foods materials to be purchased and delivered to the warehouse.

Must Ship by Date:
A date identified as the 45th day after a USDA Foods truck has been received at the warehouse.

All cases must be scheduled for delivery, or in some instances received, by this date.

Warehouse:
Contracted warehouse for distribution of USDA Foods.
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My Snipments
THERE ARE THREE TABS ON THE MY SHIPMENTS PAGE

Available Materials

The materials requested on the Brown Box Catalog and Brown Box Catalog and purchased

on the SFA's behalf drawing down entitlement based on the most updated market price
published by USDA.

Shipment Calendar

A calendar view of the materials requested on the Brown Box Brown Box Catalog and

purchased on the SFA's behalf drawing down entitlement based on the most updated
market price published by USDA.

Shipment List
A list of all shipments that have been:
e scheduled: Avallable Matenals [ shipment Calendar ‘ Shipment List 1

e delivered but not yet verified; and
e verified.
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Avallaple
NVaterials Tap

The Available Materials tab is a list of
materials available to the SFA based on

requests made and purchased on the
Brown Box Catalog.

These materials have already drawn down
the SFA's entitlement by the current
materials case cost.

SLIDE 10

The materials in are physically in
iInventory at the warehouse and are ready to
schedule for delivery.

The materials in red are physically in
Inventory at the warehouse and need to be
scheduled for delivery immediately (SFA is

within 14 calendar days of the Must Ship By
Date).

The materials in are NOT physically in
Inventory at the warehouse and cannot be
scheduled for delivery (the USDA Shipping
Period indicates the estimated time of
arrival (ETA) of the truck at the warehouse).
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Avallaple
NVaterials Tap
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USDA Shipping Period: The date the material is
expected to be delivered to the contracted warehouse
(this date was finalized during catalog requisitions). Sort
by clicking on USDA Shipping Period column header
and take note of when these materials will be available
to schedule shipments. If no USDA Shipping Period date
Is displayed, the material(s) has physically arrived at the
contracted warehouse and a Date Recelved displays.
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Date Received at Warehouse: The date the material

/A\va ‘ ‘ a b ‘ @ physically arrived at the warehouse. This date starts the
45-day countdown. If no Date Received at Contracted

M a J[e r ‘ a ‘ S Ta b Warehouse is displayed, the material has not yet

physically arrived at the warehouse.
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Must Ship By Date: The date this material must be

/A\va ‘ ‘ a b ‘ @ scheduled to ship by. In many instances, the shipment
may have been received by this date. If the SFA does not

M a J[e r ‘ a ‘ S Ta b schedule/receive the shipment on or before this date

the SFA will be invoiced for excess storage fees.
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MY SHIPMENTS OVERVIEW

Snipment
Calendar Tao

The materials listed in green on this
Shipment Calendar are the same materials
listed on the Available Materials tab In
white.

e The Date Received at the warehouse
reflects on both tabs.

SLIDE 14

e v Unified District
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My Cart (0 ltemsin Cart) Reports

Home  View Entitlement Product Cataleg Agency My Requisitiens My Shipments Contacts
Delivery Sites  Help  Logout
e [ availsble Materials I Shipment Calandar l Shipment List |
F—m—!:._“—é k) today JUL 2024 Monith
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g T H] 11 12
Mixed Berry Cups Frozen
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Hot Anived ot varehouse

Arrived at wal
Suhedided  Home
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Contact vacy
My Cart (0 Items

View Entitlement  Product Cataleg My Agency

Delverad by | in Cart) Reports Contacts  Delivery Sites
Vierified By Af
USDA FOODS | Available Materials [ Shipment Calendar l Shipment
ﬂr- -"d,_.__z Schedule Selected ltems >> | Delivery Date:
‘
e TR T USDA
Shipping Date Received | Must Ship
Material Frogram Period at warehouse By Date Quantity Center
[ Mixed Barry Cups NSLP 778r2024 8/22/2024 48 Decline
Frozen (110859
APPLESAUCE CUP- NSLP 8/31/2024 N/ A 18
96/4.5 {1103561)
APPLESAUCE CUP- NSLP 9/30/2024 MN/A& 18

96/4.5 (110361)
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st Tab

Shipment

The Shipment List tab displays shipments that
have been Scheduled, Delivered but Not Verified,
and Verified.

Cempauled Total
ACHION | ACHON ship = Status Dirlviry Cases | Shippeng Address

Wi Edit 4160 Initiated B/1 204 0 Dr Daniel Bright Schood
1000 Monte Tesdro D

Cottonwood AL 86326

Program

SLIDE 15

Scheduled: The SFA has scheduled a list of
materials for a specified delivery date. The
status of scheduled shipments is Initiated.

Delivered (Not Verified): The SFA has
scheduled and received a list of materials at
the delivery site. The warehouse has
confirmed delivery and therefore the SFA is
required to complete the shipment
verification at this time. The SFA will not be
able to proceed in myFOODs without
completing the verification process. The
delivered (not verified) shipments is
Completed.

Verified: The SFA has scheduled, received, and
verified that the list of materials received is the
same as the materials listed on the Invoice the
warehouse provided upon delivery. The status
of Verified shipments is Completed and
Verified.



Quliz Time

True or False: The materials in the Available Materials have not yet been allocated to the
SFA and must be selected by the SFA.

A True

B False



Quliz Time

True or False: The materials in the Available Materials is not yet available to the SFA and must be
selected by the SFA.

A True

( B False

False. This list of materials was made available to the SFA based on Brown Box Catalog
requisitions.
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Must Ship By Date

CLICK THE MY AGENCY LINK TO VIEW

DELIVERY INFORMATION
The Must Ship By Date for each material is listed. SFAs e e e o Enenane i A O
planning to schedule a shipment must decide if there _-_:;;L,g e
IS 72 hours from the Must Ship By Dates. re I |
e Aol B [EERIGE oy o
e If there is more than 72 hours from the Must Ship oo
By Date, a shipment may be scheduled. There may I

only be one available delivery date when scheduling
a shipment within a week of the Must Ship By Date.

e |fthere isless than 72 hours from the Must Ship By
Date, the SFA must contact USDAFoods@azed.gov
to schedule the material, or the SFA can Decline
the material before the Must Ship By Date.
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SECTION 2 SCHEDULING A SHIPMENT

Must Ship By Date
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The items in red MUST be scheduled immediately as there will be
limited delivery dates to choose from due to being within 14 days
or less of the Must Ship By Date (delivery days AFTER the Must

Ship By Date are not available). If no shipment is scheduled, all
the materials listed in red will automatically be removed from the v !/ To avoid excess storage fees,

Available Materials list as of the Must Ship By Date and the SFA - schedule or decline the materials
will be invoiced excess storage fees. S U WG Sife 237 DETEs:
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Schedule Selected [tems

2
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To select the materials you would like to schedule, click in the box
next to the material.

e Remember, the materials in yellow cannot be checked as they
are not in physical inventory at the warehouse.

Click the Schedule Selected Items button.

q D



SECTION 2 SCHEDULING A SHIPMENT SLIDE 24

Delivery Location

ﬁ Schedule Shipmentis) 1 I_

Delivery Location: [[ERTFTENTEIEN TR TG N | | Continue | | Cancel

Please key quantities below; the minimum shipment |s 20 cases.

| Mhust Ship Total

i hlatenad Orig. Date By Date el e 12122018 | 121972018 | 122672018 1/2/2019 1/9/2019 1/16/2019 | Remaning
Moced Berry Cups Frozen (110859) 117172018 12/16/2018

RICE BRN US#] LONG PARBOILED PKG-24/2 LB {100500) 11/2/2018 13/17/2018

RICE BREN USF]l LONG PARBOILED PKG-24/2 LB {100500) 11/2/2018 1271772018
BEEF CRUMBLES WISPP PEG-410 LB (1001 34) 185w 018 Ly S0 SO
BEEF CEUMELES WSFPF FEG-&7 10 LB (10071 34) 1500 2018 L2001
Moced Bedry Cupe Frozen [110859) 107292008 1271072018

Note the Delivery Location. If the SFA has multiple delivery
locations, select which location the materials should go to from
the drop-down.

When multiple delivery locations are selected, the quantity of
materials for each location must be chosen.

qd 0
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Avallable Snipping Dates

| Lekhedule Shipmentis) i I

Delivery Location: [ERERTTNVI NI RN L T | | Continue | | Cancel

Please key quantities below; the minimum shipment |s 20 cases.
i Mhuse Shep

Tkl
| klatenal Qg Date By Dlate Al 1232018 | 121972018 | 12726/ IN2019 1973019 1116/2019 Remainang
Moced Berry Cups Frozen (1108591 1,1/ 2018 Ly 160 1E L
RICE BEN USE] LONG PARBOILED PKG-24/2 LB (100500) 1/2/3018 1772014

/177 das

RICE BRN USF] LONG PARBOILED PEKG-24/3 LB {100500) 18/2/20018 121772018

BEEF CRUMBLES W/ISPP PG~/ 10 LB (1001 34) 18/ L0108 | rdnlgrerl b
BEEF CEUMELES WSFPF FEG-&7 10 LB (10071 34) 128760 20008 120 B0
Moied Berry Cups Frogen (110859} 02920018 1241072018

Based on the Must Ship By Date for each material, the system displays the
available shipping dates. The boxes that are greyed out are not available to
schedule a shipment for THAT material

e The grey boxes are delivery dates past the Must Ship By Date for that
material.
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MIinimum Case Regulirement

| Lehedule Shipmentis) i I

: ;] Conbinue Cancel

Mhust Ship Total
‘ Matenad Orig. Date By Date Avadable | 12122018 | 12N159/2018 | 12/26/2018 | /272019 /92019 | 11162019 | Remaining
Moced Berry Cups Frozen (110855) 10/1/2008 12/18/2018

RICE BRN US# ] LONG PARBOILED PKG-24/2 LB (100500) 11/2/2018 13/17/2018

RICE BREN US® ] LONG PARBOILED PEG-24/2 LB {100500) 10/2/2018 12172018

BEEF CRUMBLES WISPP PEG-4/10 LB (1001 34) 1362018 B2 L
BEEF CEUMBLES WWEFP PFEG-4 10 LB [1IIII'|!| LE ) 12672018 P dute el L]
Mexed Berry Cups Frosen (110859 ) 10292018 127132018

Based on the Total Available quantity and your storage capabilities, schedule all cases across
available delivery date(s) for that material. Remember to schedule enough cases per delivery date
to meet the minimum case requirement.

e |fthe minimum case requirement is not met, the warehouse will charge for the minimum.

Click Continue.
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—JIt Armounts

] ok Fipdui b hapeerapaitin) l

Dwlevery Lecation | Cilondals Lakan H 5 Dist - Apollo High Sch b Create Shipement]s) Edit Aimoianis
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The SFA has an opportunity to Create Shipment(s) or Edit Amounts.

e The SFA may change the Delivery Location (if there are multiple) or change the quantity
amounts by delivery date but the SFA cannot add materials or remove materials on this screen.

This screen only allows the user to Cancel the shipment and start over or Create the Shipment
and Edit.

Click Continue when edits are completed.
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Shipment Numopers

CLICK CREATE SHIPMENT(S)

Scheduled shipments are labeled with shipment
numbers.

Clicking OK will return the user to the Available
Materials list.

SLIDE 28

Dist - Apolio High Sch b | Create Shipment(s) | Edit Amounts

ate Shipment button. Important Note: Materials will be added to a previously scheduled shipment with '

Must Ship Total
Orig. Date By Date Available | 12/12/2018 12/19/2018 12/26/2018
11/1/2018 12/16/2018
% Information

Shipment #19360 created.
Shipment #19367 created.
Shipment #19362 created.
l . Shipment #19363 created.
Shipment #19364 created.
Shipment #19365 created.

Ok

K
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View Scheduled Snipments

42 b | Tomsl
ey B e oy Ll AR [ T e Mkl P P wes S By Lemabgl Ow o

............

To view Scheduled shipments, click the Shipment List tab and select the Scheduled button.

e Scheduled shipments will be listed by Delivery Location and Delivery Date.
e The shipment may be viewed or edited from this screen.

Click Edit.
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-JIt Scheduled Shipments
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After navigating to the list of scheduled shipments by clicking the Shipment List tab and selecting
the Scheduled button, click Edit to modify the shipment.
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-dIting a Schneduled Snipment

The SFA may Cancel Shipment, change the Location, Delivery Date*, or Remove a
material from this shipment.

Home  View Entitlement  Product Catalog M My Requisitions My Shipments My Cart (0 Items in Cart) Rs

[ Available Matenals agnent Calerdar '[ Shipment List [ Edit Shipment |

| Print Shipgel. | Cancel Shipment |

Shipment #54173

Location: | Humboldt Unif Dist - Bradshaw Mtn High Sch-WEST + | by

Address: Humbaoldt Unif Dist - Bradshaw Mtn High Sch-WEST
S000 E Long Look Dr
Prescott Valley AZ B6314

MNew Delivery Date:

Phone: [¥£5] 5
Comments:
Program: HSLP

Created By: Bill Hall
Created On: 8/1/2024 1:47:10 PM

Shipment Details:

Mote: Materials cannot be added to an existing shipment. However, you may schedule
a new shipment and combine it with this one from the shipment List View.

hiaterial Oty |

If a material is within 5 days of the
Must Ship By Date, the SFA will not

Mixed Berry Cups Frozen (110859) 50 |

see additional delivery dates in the
New Delivery Date drop-down.
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-dIting a Schneduled Snipment

The SFA must click the Save icon if changes are made to the location or delivery
date.

Home  View Entitlement Product Catalog My Agency My Requisitions My Shipments My Cart (0 Itemsin Cart) R

[ Avaalable Maténals ] Shugrméant Caléndar ] Shipment List ] Echit Shigment |

Print Shipment Cancel Shipmant

Location: | Humboldt Unif Dist - Bradshaw Min High Sch-WEST + | pa
Address: Humboldt Unif Dist - Bradshaw Mtn High Sch-WEST

G000 E Long Look Dr
Prasoott Valley AZ B5314

elivery Date: 8/7/2024
Delivery Date: |7 2024 "

T T
L e i

82172024
T —_—

Créated By: “/=%/=ve"

ol 0 d
Created On: *' =°=" PM
8120024

Shipment Details:

MNote: Materials cannot be added 1o an existing shipment. However, you may schedule
a new shipment and combine it with this one from the shipment List View.

ACton RABTENAl ty

L]

Remoye | Mxed Berry Cups Frozen (110839
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Cancelling a Scneduled Snipment

If the SFA selects Cancel Shipment this shipment will be deleted from the Shipment List tab and the
materials will be returned to the Available Materials list to be scheduled.

Home  View Entitlement  Product Catalog My Agency My Requisitions My Shipments My Cart (0 ltemsin Cart) R

[ Available Materials ]' Shipment Calendar T Shipment List I Edit Shipment ]

Shipment #54173
Location: [ Humboldt Unif Dist - Bradshaw Mtn High Sch-WEST v | pa

Address: Humboldt Unif Dist - Bradshaw Mtn High Sch-WEST
&000 E Long Look Dr
Prescott Valley AZ 86314

Delivery Date: 8/7/2024

New Delivery Date: |h;7;3.:.3.1 - -

Phone: | 3/7/2024
472024
8/21/2024

& T
B/28,2024

Comments:
Program:
Created By:

Created On: 942024 PM
8120024

Shipment Details:
Hote: Materials cannot be added Lo an existing shipment. However, you may schedule
a new shipment and combine it with this one from the shipment List View.

Action | Matesial Qty

Remove | Mixed Berry Cups Frozen (110859) - 50 | Cance”ing a Shipment or remOVing

[m materials from a scheduled shipment,

will not generate a different Must
Ship By Date.
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Veritying a snipment

4 to 5 days after the warehouse has delivered materials, the warehouse will verify
what materials were delivered. The SFA will need to determine if the warehouse
verified correctly by completing a shipment verification. To begin, click OK.

Information B

Please venfy all cutstanding
! . shipments,

.

Click Verify.

[ | ] Shipment List
Scheduled ® Delivered (Mot Verified) ! Verified Filter | This Fiscal Year |'|
Total
Action Ship # . Status Delivered On Cases Shipping Address
Wigw 18911 Completed 10/31/2018 25 | Glendale Union H S Dist - Apollo Hig

8045 M. 47th Avenue
Glendale AZ B5302

R -~ il N EY s =i d_ - & CER T i



SECTION 4

VERIFYING A SHIPMENT
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Veritying a shipment

Available Matenals

| Save Verification |

Shipment Calendar Shipment List Verify Shipment

Shipment Verification Type:
@) verify Shipment AS IS (Mo Changes) () Shipment Has Changes

Material Number

Matenal Name Quantity Scheduled

Quantity Shipped

CQuantity Verified

100224

PEARS SLICES EX LT CAN-5/10 | 44

44

|:| Other Matenals Were Received Which Are Mot Listed Above

[ su pporting Documentation Received

Comments:

Review the shipment comparing the Quantity
Shipped column to the invoice from the delivery

driver.

e If there are no discrepancies, select the Verify
Shipment AS IS (No Changes) button; the SFA
cannot make changes to the amount listed in the
Quantity Verified column. Click Save Verification.

e If there are discrepancies, select the Shipment
Has Changes button. The SFA can now make
changes to the Quantity Verified column.

o Enter the amount actually received.
Remember, to compare the Quantity Shipped
column to the invoice, not the Quantity
Scheduled column.

o Once all amounts are correct, Click Save
Verification.
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Veritying a snipment

The shipment has been verified.

Information B3

o

E Shipment has been verified.
. Ok |

ML/ Ifa shipment is verified incorrectly, contact

= > USDAFoods@azed.gov to have the verification
+7\v  deleted so it can be completed correctly.
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Veritying a snipment

Click the Shipment List tab and select the Verified button. All verified shipments will be listed
here. If a discrepancy was indicated between the myFOODS Quantity Shipped column and delivery
Invoice, an HNS representative will be in contact to rectify the discrepancy.

;
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CONTACT US



https://www.azed.gov/hns

Congratulations

You have completed the Online Course:
Step by Step Instruction: How to Schedule a
Shipment & Complete a Shipment Verification

Information to include when documenting this
training for Professional Standards:

Training Title:

Step by Step Instruction:
How to Schedule a
Shipment & Complete a Length: 30 Minutes
Shipment Verification

Please note, attendees must document the amount of training hours
indicated on the training despite the amount of time it takes to complete it.

Key Area: 1000 — Nutrition
Learning Code: 1170



CertiTicate

Requesting a training certificate
Please click the button to complete a brief

survey about this online training. Once the
survey is complete, you will be able to print your .4/

certificate of completion from Survey Monkey.

Information to include when documenting this training for Professional Standards:
Training Title: Key Area: 1000 — Nutrition

Step by Step Instruction: Learning Code: 1170
How to Schedule a
Shipment & Complete a

Shipment Verification

Length: 30 minutes

Please note, attendees must document the amount of training hours
indicated on the training despite the amount of time it takes to complete it.



https://www.surveymonkey.com/r/upliftrecordedwebinar
https://www.surveymonkey.com/r/OnlineHowToGuides

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, audiotape, American Sign Language, 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:

1.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;

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

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

USDA is an equal opportunity provider, employer, and lender.


https://www.usda.gov/sites/default/files/documents/ad-3027.pdf
mailto:program.intake@usda.gov

