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Notice Type: Work Requirements
[image: ]	Comment by Author: Consideration for this Notice
This notice was developed to model Federal SNAP notice requirements for this notice type and communication best practices. In developing and revising SNAP notices, State agencies should carefully consider the range of Federal, State, and local requirements that may apply, including civil rights disclosures, limited English proficiency requirements, and others. State agencies are advised to consult their FNS Regional Offices for help determining the implications of Federal requirements, policy and administrative options, and waivers on the content of their notices.

These model notices are best used in conjunction with the FNS SNAP Model Notice Toolkit, including the notice review tools (NRTs).
	Comment by Author: Consideration for this Notice
This model notice is intended to be customized by each State agency, adding the appropriate State agency’s logo, address, contact information, and website address throughout. Client information, case ID number, and program name should also be edited accordingly to reflect the State’s SNAP program conventions.	Comment by Danielle Charpentier: Updated as of October 16, 2025: This document was created by the American Public Human Services Association and Social Finance as a template for states to leverage when implementing new H.R.1 requirements. States can use this template however they like (e.g., can remove our logos).

This document provides updates to historical FNS documentation (Consolidated-Work-Requirements-Model-Notice-Annotated-July2023.docx), leaving in comments from the official FNS documentation (see comments from “Author”) and tracking changes to reflect the new requirements (see page 5). Case ID Number: 12345A
Notice Date: October 1, 2021
Program: Supplemental Nutrition Assistance Program (SNAP)

State Department of Human Services
123 Main Street 
Hometown, ST 12345-6789
SNAP Work Rules
You Must Follow These Rules to Receive SNAP Benefits
Dear [Name 1], [Name 2], and [Name 3],	Comment by Author: Consideration for this Notice
This model notice is designed to be provided to the entire household. It is addressed to three household members who are subject to at least one work requirement. Alternatively, States can choose to provide a separate notice to each individual household member who is subject to SNAP work requirements.
This letter is to tell you about work rules for the Supplemental Nutrition Assistance Program (SNAP). If you don’t follow these rules, your SNAP benefits may decrease or end. Different people in your house may need to follow different work rules. This letter tells each of you what you need to do.	Comment by Author: Consideration for this Notice 
This model notice is designed such that if there are no household members subject to the Job Search and Training Rules, those pages of the notice would not be included. Similarly, if there are no household members subject to the Time Limit Rules, those pages would not be included.
What do you need to do?	Comment by Author: Consideration for this Notice 
States may choose to customize how they present this information by using a table or other formatting options to clearly indicate which requirements apply to each household member, and where to find that information.
[Name 1], you must follow the Basic Work Rules on page 2.	Comment by Author: Policy Requirement 
 Identifies which household member is subject to which work requirement(s).
 See 7 C.F.R. 273.7(c)(1)(ii)
 See also NRT, policy requirements tab	Comment by Author: Consideration for this Notice
This model notice refers to the general work requirements as the “Basic Work Rules” for simplicity.  States may choose to use “General Work Rules” or other similar terms.
[Name 2], you must follow the Basic Work Rules and the Job Search and Training Rules on pages 2, 3, and 4.	Comment by Author: Consideration for this Notice
This model notice refers to the mandatory employment and training (E&T) requirements as the “Job Search and Training Rules” for simplicity.  States may choose to use the name of their E&T program or other similar terms.
[Name 3], you must follow the Basic Work Rules, the Job Search and Training Rules, and the Time Limit Rules on pages 2, 3, 4, 5, and 6.	Comment by Author: Consideration for this Notice
This model notice refers to the able-bodied adults without dependents (ABAWD) time limit as the “Time Limit Rules” for simplicity.  States may choose to refer to this as “additional work rules” or other similar terms.
Does everyone need to follow these work rules?	Comment by Author: Policy Requirement
 Explains the exemptions from each applicable work requirement. 
 See 7 C.F.R 273.7(c)(1)(iii)
 See also NRT, policy requirements tab	Comment by Author: Consideration for this Notice
This list includes the exemptions from the general work requirements. Any individual meeting one of these exemptions is exempt from all SNAP work requirements. This model notice includes this list on page 1 to alert household members that if they meet one of these exemptions, they can contact the State and, if the State determines them exempt, the rest of the notice will not apply to them.
No, only certain people do. You may not have to follow these rules if you are:
· Younger than age 16, or age 60 or older,
· Taking care of a child younger than age 6 or someone who needs helps caring for themselves,
· Already working at least 30 hours a week,
· Already earning $217.50 or more per week,	Comment by Author: Consideration for this Notice
States can choose to customize this language to clarify that this is gross pay (before taxes, etc.).
· Receiving unemployment benefits, or you applied for unemployment benefits,
· Not working because of a physical or mental health reason,
· Going to school, college, or training program at least half time,	Comment by Author: Consideration for this Notice
States may choose to customize this notice by including the State definition of “half-time” in this context.
· Meeting the work rules for Temporary Assistance for Needy Families (TANF), or
· Participating in a drug or alcohol addiction treatment program.
[bookmark: _Hlk71828498]What should you do if you think one of these reasons applies to you?	Comment by Author: Policy Requirement
 Explains the process to request an exemption, including contact information to request an exemption.
 See 7 C.F.R 273.7(c)(1)(iii)
 See also NRT, policy requirements tab
Call us at 1-800-123-4567 as soon as possible if you think one of these reasons applies to you. If we find that it does, you will not need to follow any of the work rules in this letter.

Basic Work Rules
[Name 1], [Name 2], and [Name 3], you must follow the Basic Work Rules. Keep reading to find out what to do.	Comment by Author: Communication Best Practice
At the top of each section, include the names of the individual household members that are subject to the work requirements in that section (the Basic Work Rules, the Job Search and Training Rules, or the Time Limit Rules).	Comment by Author: Policy Requirement 
 Identifies which household member is subject to which work requirement(s).
 See 7 C.F.R. 273.7(c)(1)(ii)
 See also NRT, policy requirements tab
What do you need to do?	Comment by Author: Policy Requirement 
Explains each applicable work requirement and what is required to maintain eligibility. 
See 7 C.F.R. 273.7(c)(1)(iii) and 273.7(a)(1)
See also NRT, policy requirements tab
You must follow these Basic Work Rules to keep your SNAP benefits:	Comment by Author: Consideration for this Notice
The action of registering for work varies by State. This model notice presents a case in which the household members have already registered for work when they receive this notice. In this situation, the notice does not need to inform the household of the need to register for work. States should customize the notice to describe their relevant processes.	Comment by Author: Consideration for this Notice
Even though mandatory E&T is one of the general work requirements, that information is not included in this section of the model notice. If household members are subject to mandatory E&T, they will find information about those requirements in the next section of this notice (Job Search and Training Rules). If no one in the household is subject to mandatory E&T, information about mandatory E&T does not need to be included in the notice.
1. Accept any job offer you receive, unless there is a good reason you can’t.
2. If you have a job, don’t quit your job or choose to work less than 30 hours each week without having a good reason, such as getting sick, being discriminated against, or not getting paid. 
3. Tell us about your job and how much you are working, if asked.
4. If we ask you to do a workfare program, complete your hours each month. 	Comment by Author: Consideration for this Notice
The notice must only explain the applicable work requirements. States should customize this list to include all applicable general work requirements. Item 4 refers to a State option. If a household is not required to participate in workfare, do not include it. If the household is, the State agency should provide the household with more information about what exactly they need to do to participate in workfare.

What happens if you do not follow these Basic Work Rules?	Comment by Author: Policy Requirement 
 Explains the consequences for failure to comply with each applicable work requirement. 
 See 7 C.F.R. 273.7(c)(1)(iii)
 See also NRT, policy requirements tab
You may lose your SNAP benefits if you don’t follow these work rules and you don’t have a good reason.
What if you have a good reason for not following these Basic Work Rules?	Comment by Author: Policy Requirement
 Explains the process for requesting good cause (including examples of good cause circumstances and contact information to initiate a good cause request). 
 See 7 C.F.R. 273.7(c)(1)(iii)
 See also NRT, policy requirements tab
Call us as soon as possible at 1-800-123-4567 if you think you have a good reason for not following these Basic Work Rules. Good reasons include issues you can’t control such as getting sick, not having childcare for a child younger than age 12, or work conditions that are unreasonable. These are some examples of good reasons but not all of them. Reminder: Check page 1 of this letter for other reasons you may not have to follow any work rules.	Comment by Author: Consideration for this Notice
States should customize this section with the State-specific procedures for reporting good cause. As a reminder, while individuals may choose to report when they have good cause, it is always the State’s responsibility to contact individuals to determine if good cause exists when an individual fails or refuses to comply with the general work requirements.
If we find that you have a good reason, there will be no change to your SNAP benefits.
How long will you lose SNAP benefits if you don’t follow these Basic Work Rules?	Comment by Author: Policy Requirement 
 Explains the consequences for failure to comply with each applicable work requirement. 
 See 7 C.F.R. 273.7(c)(1)(iii)
 See also NRT, policy requirements tab
· The first time you don’t follow these rules, and you don’t have a good reason, you can’t get SNAP benefits for [1 month]. 	Comment by Author: Consideration for this Notice
These disqualification period lengths are State options. The list includes the minimum length for each. States should customize the notice to meet their relevant processes.
· The second time you don’t follow these rules, you can’t get SNAP benefits for 
[3 months].
· The third time, you can’t get SNAP benefits for [6 months]. 
· And you must follow these work rules before you can get SNAP benefits again.


Job Search and Training Rules	Comment by Author: Consideration for this Notice
If there are no household members subject to the Job Search and Training Rules, this section of the notice would not be included. 
[Name 2] and [Name 3], you must follow the Job Search and Training Rules. Keep reading to find out what to do.	Comment by Author: Policy Requirement 
 Identifies which household member is subject to which work requirement(s).
 See 7 C.F.R. 273.7(c)(1)(ii)
 See also NRT, policy requirements tab	Comment by Author: Consideration for this Notice 
States may change “Job Search and Training Rules” to another name that better matches their E&T program.
What do you need to do?	Comment by Author: Policy Requirement 
 Explains each applicable work requirement and what is required to maintain eligibility. 
 See 7 C.F.R. 273.7(c)(1)(iii), 273.7(a)(1)(ii), and 273.7(e)
 See also NRT, policy requirements tab 	Comment by Author: Consideration for this Notice 
State agencies should customize this section for the individual’s specific requirements.   
[bookmark: _Hlk72992643]You must participate in [Name of State Program]. This program can make it easier for you to find or keep a job.	Comment by Author: Consideration for this Notice
The State agency should customize this notice to include the name of the applicable State program.
You must follow these rules to keep your SNAP benefits:
1. Go to a program orientation on [date and time] at [address]; if you cannot make it to the orientation at this time or date, you must call 1-123-456-7890 to reschedule.	Comment by Author: Policy Requirement
 Explains pertinent dates by which an individual must take any actions to remain in compliance with each applicable work requirement.
 See 7 C.F.R 273.7(c)(1)(iii)
 See also NRT, policy requirements tab	Comment by Author: Consideration for this Notice
State agencies should also include the address of the physical location, if applicable, or other relevant instructions. For State agencies that do not have the time or date of the orientation at the time the notice is sent, we suggest the following alternative language, “Go to the program orientation when we give you the date and time.”	Comment by Author: Consideration for this Notice
States have flexibility in the steps E&T participants must take after referral. This notice is written from the perspective of a State that requires an orientation. States may have other procedures and should customize this section accordingly.
2. Work with your case manager at orientation to determine the right program for you. 
3. Complete the activities of the program each month (we will tell you what to do). 
Does everyone need to follow these Job Search and Training Rules?	Comment by Author: Policy Requirement
 Explains the exemptions from each applicable work requirement. 
 See 7 C.F.R 273.7(c)(1)(iii)
 See also NRT, policy requirements tab
No, only certain people do. You may not have to follow these rules if you:
· Are temporarily laid off from your work,	Comment by Author: Consideration for this Notice 
State agencies should customize this section to include the State’s list of exemptions from Mandatory E&T.
· Live more than 35 miles from a job search and training center, or
· Are a domestic violence survivor.
· Reminder: Check page 1 of this letter for other reasons that may apply to you.
Call us at 1-800-123-4567 as soon as possible if you think one of these might describe you. If we find that it does, you will not need to follow the Job Search and Training Rules. 	Comment by Author: Policy Requirement
 Explains the process to request an exemption, including contact information to request an exemption.
 See 7 C.F.R 273.7(c)(1)(iii)
 See also NRT, policy requirements tab
What if you have costs from doing the program?	Comment by Author: Policy Requirement
 If an individual is subject to mandatory E&T, explains the individual's right to certain reimbursements and the exemption if individual not fully reimbursed.
 See 7 C.F.R 273.7(c)(1)(iii)
 See also NRT, policy requirements tab 
We must pay for your costs to participate in this program. These costs include:
· Transportation
· Childcare
· Personal safety items or equipment 
· Other reasonable required costs, such as tools, books, and uniforms
If we can’t pay your costs, we must excuse you, and you will not need to follow the Job Search and Training rules.
If you think you have costs we need to pay, call us at 1-800-123-4567 as soon as possible.


What happens if you do not follow these Job Search and Training Rules?	Comment by Author: Policy Requirement 
 Explains the consequences for failure to comply with each applicable work requirement. 
 See 7 C.F.R. 273.7(c)(1)(iii)
 See also NRT, policy requirements tab
If you do not follow these rules without a good reason, you may lose your SNAP benefits.
What if you have a good reason for not following these Job Search and Training Rules?	Comment by Author: Policy Requirement
 Explains the process for requesting good cause (including examples of good cause circumstances and contact information to initiate a good cause request). 
 See 7 C.F.R. 273.7(c)(1)(iii)
 See also NRT, policy requirements tab
Call us as soon as possible at 1-800-123-4567 if you think you have a good reason, or your program is not a good fit for you. You should also tell your job search and training provider. Good reasons for not following these rules include issues you can’t control such as getting sick, not having childcare for a child younger than age 12, or not having a way to get to the program. You can also tell us if the program is not right for you. These are some examples of good reasons but not all of them. Reminder: Check page 1 of this letter for other reasons you may not have to follow any work rules.	Comment by Author: Consideration for this Notice 
If the State requires an individual subject to mandatory E&T to report to a specialized eligibility worker focused on E&T, the notice should include this contact information in this section.
If we find that you have a good reason or that the program is not a good fit for you, there will be no change to your SNAP benefits.
How long will you lose SNAP benefits if you don’t follow these Job Search and Training Rules?	Comment by Author: Policy Requirement 
 Explains the consequences for failure to comply with each applicable work requirement. 
 See 7 C.F.R. 273.7(c)(1)(iii)
 See also NRT, policy requirements tab	Comment by Author: Communication Best Practice
 Use of subheadings, bullets, and bold technique strategically across the notice to help support navigation and understanding of the notice.
See NRT, comprehension and readability tab
· The first time you do not follow these rules and you don’t have a good reason, you can’t get SNAP benefits for [1 month]. 	Comment by Author: Consideration for this Notice
These disqualification period lengths are State options. The list includes the minimum length for each. States should customize the notice to meet their relevant processes.
· The second time you do not follow these rules, you can’t get SNAP benefits for 
[3 months].
· The third time, you can’t get SNAP benefits for [6 months]. 
· And you must meet these Job Search and Training Rules before you can get SNAP benefits again.
How do you find out more information about these programs?	Comment by Author: Communication Best Practice
 Simple design with use of white space and attention to how information is presented on the page
See NRT, usability and presentation tab
We offer different programs to help you develop your work skills and to help you find and keep a good job. You can learn more about the different types of programs available by visiting our website (www.dhs.st.gov/employmentprogram). You can also call 1-123-456-7890 to find out more.


Time Limit Rules	Comment by Author: Consideration for this Notice
If there are no household members subject to Time Limit Rules, this section of the notice would not be included.
[Name 3] must follow the Time Limit Rules. These apply to you because you are between ages 18 and 4964, do not live with a dependent child under 14 18, and are considered physically and mentally able to work. This is often called the Able-Bodied Adult Without Dependents (ABAWD) work requirement.	Comment by Author: Policy Requirement 
 Identifies which household member is subject to which work requirement(s).
 See 7 C.F.R. 273.7(c)(1)(ii)
 See also NRT, policy requirements tab	Comment by Author: Consideration for this Notice 
States may change “Time Limit Rules” to another name that is appropriate in describing the ABAWD work requirement and time limit.
[bookmark: _Hlk72930729]You can only get SNAP benefits for 3 months in 3 years unless you meet these Time Limit Rules. Keep reading to find out what to do.	Comment by Author: Policy Requirement 
Explains each applicable work requirement and what is required to maintain eligibility
See 7 C.F.R. 273.7(c)(1)(iii), 273.24(a), and 273.24(b)
See also NRT, policy requirements tab
What do you need to do?
You must follow these Time Limit Rules to keep your SNAP benefits:
1. Spend at least 80 hours each month doing one or more of the following activities:	Comment by Author: Consideration for this Notice
If ABAWDs are required to participate in E&T and the hours the State requires in E&T are not sufficient to meet the ABAWD work requirement, include information in the Notice that ABAWDs may need to spend additional hours working, training or volunteering if the hours spent in mandatory E&T are not enough to meet the ABAWD work requirement.
· Working,
· Participating in a job program or similar activities we approved, or
· Volunteering.
OR
2. Participate in workfare for the number of hours we assigned to you each month.	Comment by Author: Consideration for this Notice
States can choose to customize this notice by including more information about workfare, including applicable workfare options, and the number of monthly hours.
Please tell us if you are doing one of these things. You can call 1-800-123-4567.
If your work hours drop below 80 hours a month, you must call us at 1-800-123-4567 within 10 days.  	Comment by Author: Policy Requirement
 Explains the rights and responsibilities of each applicable work requirement. The explanation of rights and responsibilities for ABAWDs must include the responsibility of the individual to report if the individual's work hours fall below 80 hours a month (20 hours a week averaged monthly).
 See 7 C.F.R. 273.7(c)(1)(iii), 273.12(a)(1)(vii), and 273.24(b)(7)
 See also NRT, policy requirements tab 
Does everyone need to meet these Time Limit Rules?	Comment by Author: Policy Requirement
 Explains the exemptions from each applicable work requirement. 
 See 7 C.F.R 273.7(c)(1)(iii)
 See also NRT, policy requirements tab
[bookmark: _Hlk136873243]You may not have to follow any of these Time Limit Rules if: 
· You are younger than age 18, or age 50 65 or older,
· You are responsible for a dependent child under age 14 in your householdSomeone in your house is younger than age 18,
· You are an Indian, Urban Indian, or California Indian, 
· You are not working because of a physical or mental health reason, or 
· [bookmark: _Hlk136872876]You are pregnant.
· Reminder: Check page 1 of this letter for other reasons that may apply to you.
Call us at 1-800-123-4567 as soon as possible if you think one of these might describe you. If we find that it does, you will not need to follow these Time Limit Rules. 	Comment by Author: Policy Requirement
 Explains the process to request an exemption, including contact information to request an exemption.
 See 7 C.F.R 273.7(c)(1)(iii)
 See also NRT, policy requirements tab
What happens if you do not follow these Time Limit Rules?	Comment by Author: Policy Requirement 
 Explains the consequences for failure to comply with each applicable work requirement. 
 See 7 C.F.R. 273.7(c)(1)(iii)
See also NRT, policy requirements tab
[bookmark: _Hlk72931235]We will count each full month that you receive SNAP benefits but do not meet these Time Limit Rules without a good reason. Once we have counted 3 full months, you will lose your benefits until [January 2024]. 	Comment by Author: Consideration for this Notice
States should customize this part of the notice.  If the State has a fixed clock or an individual fixed clock, the State can include the first month of the new 36-month period here. 


What if you have a good reason for not following these Time Limit Rules?	Comment by Author: Policy Requirement
 Explains the process for requesting good cause (including examples of good cause circumstances and contact information to initiate a good cause request). 
 See 7 C.F.R. 273.7(c)(1)(iii)
 See also NRT, policy requirements tab
Call us as soon as possible at 1-800-123-4567 if you think you have a good reason for not following these Time Limit Rules. Good reasons include issues you can’t control such as getting sick or not having transportation. These are some examples of good reasons but there are others, too. If we determine that you have a good reason, there will be no change to your SNAP benefits. Reminder: Check page 1 of this letter for other reasons you may not have to follow any work rules.
If you lose your SNAP benefits, how can you get them back?
If you start meeting these Time Limit Rules, you can get SNAP benefits again.
You can also get SNAP benefits again if something changes in your life, and there are reasons you no longer need to follow these rules. For example, you may get SNAP benefits back if you have a new physical or mental health reason for not working or because of other reasons listed on page 1 and page 5 of this letter.
What if you disagree with our decision?	Comment by Author: Consideration for this Notice
This fair hearing and State contact information should be included in each notice, even if household members are not subject to the Time Limit Rules and information about those rules is removed from the notice. 
You have the right to ask us to do a formal review of our decision. We call this a fair hearing. Read the section on “Your Right to a Fair Hearing” that follows.	Comment by Author: Communication Best Practice
 Use of clear writing with simple sentences written in active voice, following the principles of plain language
See NRT, comprehension and readability tab
What if you need more help?
If you have questions or need more information, please call us at 1-800-123-4567, Monday through Friday, 7:30 a.m.–7:30 p.m. You may also visit our website (www.dhs.st.gov) for more information.
Sincerely,
State Department of Human Services	Comment by Author: Consideration for this Notice
Signature contact information, including the website provided in the footer of the notice, should be customized with appropriate State agency information.
123 Main Street
Hometown, ST 12345-6789
1-800-123-4567 
www.dhs.st.gov
Please read on to find out more about your rights and responsibilities.	Comment by Author: Additional Policy Consideration
Additional rights and responsibilities may apply. This includes relevant Federal, State, and local requirements regarding civil rights protections, program integrity, or other client rights and responsibilities.
[bookmark: _Hlk45877400]For notices in large print or another format, please call our helpline at 1-800-123-4567 or TDD 1-800-456-7890.



Your Right to a Fair Hearing	Comment by Author: Policy Requirement
 Explains the rights and responsibilities of each applicable work requirement. Explanation of rights and responsibilities must include the right to appeal a decision made by the State and request a fair hearing. (State agencies should customize the information provided in this section with their own fair hearing procedures.)
 See 7 C.F.R. 273.7(c)(1)(iii), 273.7(f)(6)
 See also NRT, policy requirements tab
What is a fair hearing?
If you disagree with a decision made on your SNAP application or case, you have the right to request a fair hearing. A fair hearing means that an official will review the facts of your case in a fair and objective manner as required by law.
In what situations can you ask for a fair hearing?
You may ask for a fair hearing if any of the following apply to you: 
· You applied for SNAP benefits and were denied. 
· You disagree with a decision on your case. 
· You believe your SNAP benefits were not calculated correctly.
When is the deadline to request a fair hearing?
· If you want a fair hearing because we closed your SNAP case or denied your request for SNAP benefits, you must request it by [enter date 90 days from decision date].
· If you want a fair hearing about your current SNAP benefits, you may request a fair hearing any time before [enter certification period end date]. 
· If you request a hearing because we closed your case or decreased your SNAP benefits, you may choose to keep getting your benefits until a hearing decision is made. You may choose to continue receiving SNAP benefits only if your certification period has not ended. If you choose to do this, you may have to pay those SNAP benefits back if you lose the fair hearing. To continue your SNAP benefits, you must request a fair hearing by [enter date upon which action becomes effective].
How do you ask for a fair hearing?
To request a fair hearing:
1. [bookmark: _Hlk44348948][State can fill in specific procedures for requesting a fair hearing in person, in writing, and over the phone in a numbered list]
2. 
Can you get free legal help? 	Comment by Author: Consideration for this Notice
States should customize the contact information for this section.
[bookmark: _Hlk45877094]You may be able to get free legal help from [State Legal Aid Name] by calling 1-555-555-5555 or visiting www.statelegalaid.org for more information.
USDA 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, religious creed, disability, age, political beliefs, 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: https://www.usda.gov/sites/default/files/documents/
Complain_combined_6_8_12_508.pdf, 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 complaint 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.
1. fax: 	(202) 690-7442; or
1. email: 	program.intake@usda.gov
This institution is an equal opportunity provider.

Note: Please do not send any application materials to the address above. The address above is for civil rights complaints only. Please send application materials to the address below:	Comment by Author: Consideration for this Notice
Including this note with the State agency contact information and mailing address right below the USDA Civil Rights contact information may reduce the number of households sending in certification-related materials to the wrong address. State agencies should customize the contact information for this section.
State Department of Human Services
123 Main Street
Hometown, ST 12345-6789
If you have questions or need more information, please call us at 1-800-123-4567, Monday through Friday, 7:30 a.m.–7:30 p.m. You may also visit our website (www.dhs.st.gov) for more information.
Visit www.dhs.st.gov to apply for assistance or view case information.	Page 4 of 8
[bookmark: _Hlk44344805][bookmark: _Hlk44344806][bookmark: _Hlk44344863][bookmark: _Hlk44344864]Si lo solicita, podemos traducir esta información para usted. Por favor, llame al 1-800-123-4567.
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