Iowa Department of Education

Bureau of Health and Nutrition

USDA Foods

Instructions: Mail, Fax or E-mail completed form to:

Iowa Department of Education

Grimes State Office Building

Attn: Sarah White

400 East 14th street

Des Moines, IA 50319
Fax #: 515.242.5988

Sarah.white@iowa.gov

	General Information

	 School/Program Name


	Date Mo./Day/Yr.



	School/Program Address Street, City, State, Zip



	 Contact Person


	Title


	Phone #



	USDA Food Complaint

	Name of Commodity


	USDA Commodity Code (if known)



	Date Problem was Discovered


	Date USDA Food was Received


	Packing Date



	Number of Units Received


	Number of Units Affected


	Pack Size



	The following information is found on the case, bale, can, or bag.

	Vendor Information

	Lot Number



	
	Box Number


	Can Code



	Detailed Description of Problem (Including identification or description of foreign material present, if anyone reported feeling sick or being injured due to product)



	Current Location of Affected USDA Foods
	If available please attach or email photos of the affected product 

	State Agency Use Only

	Sales Order Number


	Warehouse Location

	Vendor Ship Date
	Date Warehouse Received Product

	Decision

 SHAPE  \* MERGEFORMAT 


 Notify USDA of Complaint                       SHAPE  \* MERGEFORMAT 


 Notify Vendor of Complaint

 SHAPE  \* MERGEFORMAT 


 Credit EOY Report                                     SHAPE  \* MERGEFORMAT 


 Hold for additional information 

 SHAPE  \* MERGEFORMAT 


 Isolated Incident


Complaint Procedure
When a problem is discovered with any USDA Food a complaint form must be completed. This form should be mailed to the State Agency as soon as possible.

Once the State Agency receives the complaint form the following procedure will be followed:

1. Gather any additional information needed.

2. The form is evaluated by the State Agency to see which step(s) are to be performed next. One of the following may occur:

a. Notify USDA of complaint

b. Hold complaint for additional information to see if isolated incident

c. Hold complaint for crediting EOY report

d. File complaint for duration of school year

3. After a decision is made the State Agency will contact the originator of complaint and inform them of the decision made.
