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Summer Food 
Service Program

Training for Sponsors of the SFSP

April 23, 2020

Training Info & Resourceshttps://www.education.ne.gov/ns/training/sfsp-training/

Green “Handout” box = form/resource 
available on SFSP Training webpageHandout
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Agenda

Current meal service waivers

• Two meal service options: Open or Closed 
Enrolled SFSP

• Program application & claims hints & tips

• Meal requirements & recordkeeping

• Program costs & procurement

• Monitoring

SFSP Meals• Intended to provide meals to children

• Not for adult meals

• Allowable meal combinations:
• Breakfast + lunch
• Breakfast + supper
• Breakfast + snack
• Lunch + snack
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Meal Times & Non-congregate Feeding

Expires June 30, 2020 

• Waiver #1: Meal service time flexibility
• Flexibility for time & duration of meal service

• SP 08-2020/SFSP 04-2020/Waiver #2: Non-congregate 
feeding

• Allows grab & go, delivery and drive-thru

• Meal distribution for more than one day at a time

Meal Pick-up

• Waiver #5: Parent/guardian/adult pick-up without 
child present

• Parents/guardians can take meals home to children
• Steps to ensure meals are provided to adults of enrolled 

children
• Require advance sign up to receive meals
• Use a roster to mark names
• Hang-tag for car

*Program integrity must be maintained

Expires June 30, 2020 
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Meal Pattern Flexibilities 

• Waiver #4 Flexibility to serve meals that do not meet 
meal pattern requirements when needed

• Food chain interruptions
• Spoilage

• Effort should be made to provide substitute
• Purchase locally
• Reach out to other distributors
• Buy bulk and repackage (produce)
• Serve two of the same component

Expires April 30, 2020 

Monitoring Flexibilities

• Waiver #10: waives some on-site monitoring for SFSP 
sites

• Omits onsite portion of site visits; instead, complete desk 
review of records

• May delay four week window for completing reviews
• If not continuing SFSP, must complete site visit in first four weeks
• If SFSP continues, site visit may be conducted May – June

• Non-school sponsors complete as normally would
• Access the site visit form here

Expires June 30, 2020 
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Agenda

• Current meal service waivers

Two meal service options: Open or Closed 
Enrolled SFSP
Program application & claims hints & tips

• Meal requirements & recordkeeping

• Program costs & procurement

• Monitoring

Open SFSP Site

FREE meals to all children age 1 – 18 years 

• School building with F/R meal eligibility >50% or in 
attendance area of school with F/R meal eligibility 
>50%

OR

• Site located in eligible area based on census data 
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• Mark each meal one at a time
• Must complete this form for each day meals served

Handout

Closed Enrolled SFSP Site

Use Closed Enrolled if:
• School building’s F/R eligibility is less than 50%
• If meal service site does not fall in an eligible area

Closed Enrolled sites must ensure:
• >50% participants enrolled eligible to receive F/R price 

meals or lie in eligible area

• All meals served at these sites are reimbursed through 
the SFSP
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Closed Enrolled Meal Count Roster
Closed Enrolled Sites

• Must maintain roster of daily meal counts
• Include site name, full names of participants and record of how 

many of each type of meal
• If one week’s meal distribution covers two different calendar months, 

these meals must be recorded separately 

Handout

Camp SFSP Site

• Use SFSP to provide meals to children enrolled in 
summer camp

• Claim reimbursement ONLY for children who qualify 
for Free or Reduced price meals

• Reimbursement is not available for children who 
qualify for Paid meals

• Each participant should complete the income 
eligibility form
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Income Eligibility Form
Parts 1, 2 and 3 completed by household:
- Provide children participant name(s)

- SNAP, TANF, FDPIR = Free meals (not need income 
info)

- Must provide case number (not EBT card 
number)

- Foster children qualify for Free meals

Part 4 completed Sponsoring Agency:
- Convert income to one common frequency and 

provide grand total for household

- Total household members with special attention to 
make sure family members are not counted twice

- Complete Office Use Only section at bottom
- Make eligibility determination based on total income and total 

household size

- Indicate which benefit is applied 

- Signature
https://www.education.ne.gov/wp-

content/uploads/2017/07/2016SFSPIEF.pdf

Camp SFSP Site

Income Guidelines
https://cdn.education.ne.gov/wp-content/uploads/2019/07/13-IEF-Guidelines-19-20.pdf
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Closed Enrolled Meal Count Roster
Camps

• Must maintain roster of daily meal counts
• Include site name, full names of participants, meal eligibility 

and record of how many of each type of meal
• If one week’s meal distribution covers two different calendar months, 

these meals must be recorded separately 

Handout

Application

https://nutrition.education.ne.gov

Handout Use SFSP Application Guide for help

Electronic Application

1

2

3

4

?
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Sponsor Application

Training date needs 
to be entered in ONE 
of these three 
numbers: #14, #23 or 
#25

Kayte                                                    Partch

Kayte                                                    Partch

DUNS

• Make sure DUNS has been updated in the last 12 
months

• Not updating can cause delay in reimbursement

• NEVER EVER pay for your DUNS number or renewal

• Visit sam.gov to renew your DUNS

Sponsor Application
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Application

https://nutrition.education.ne.gov

Handout Use SFSP Application Guide for help

Electronic Application

1

2

3

4

?

Pre-approval Visit
• USDA waived pre-operational site visit for new sites 
• Enter 4/1/2020 in #25 of each new site’s application

4/1/2020
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Open SFSP
School Data

Provide info 
where you see 

yellow 
highlights

Open SFSP
Census Data

Area Eligibility Map

Provide info 
where you see 

yellow 
highlights
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Closed-Enrolled SFSP

No date needed 
here for closed 

enrolled

Camp would be 
an option in #27

• Meal service start and end dates
• Provide current known end date; this can be revised as 

needed

• Make sure calculate total meal service days in each 
month correctly

• If using distribution method, check boxes for the days 
your meal service is covering

• E.g. distribute three meals on Monday morning and two 
meals on Thursday morning to provide meals for M-F then 
mark M-F boxes in #47 & #61
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Must provide meal 
service times even if 

not using them because 
doing a single meal 

distribution 

Describe Distribution
Share details of meal service/distribution 
method in the “Comments from Sponsor” 
box at the bottom of the site application
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Meal Service Considerations
If utilizing meal distribution, ask these questions:
• What food storage capabilities/space do households 

have?

• Will quality of food be maintained?

• Will foods be safe to eat for several days after 
distribution?

• Should you include storage instructions?

If utilizing meal distribution, ask these questions:
• What food storage capabilities/space do households 

have?

• Will quality of food be maintained?

• Will foods be safe to eat for several days after 
distribution?

• Should you include storage instructions?
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Dietary AccommodationsAccommodations for Special 
Dietary Needs

Must accommodate special diets when known

Racial/Ethnic Data
Report the data for your community/county/area using 

US Census Quick Facts



4/30/2020

17

Will have to do some rounding when report 
in #82 & #84 of site application

Checklist SummaryChecklist Summary

Closed 
Enrolled

New 
Sponsor
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Claims for Reimbursement

• Claims submitted individually 
for each month meals are 
served

• Claims must be submitted & 
“accepted” no later than 60 
days after last day of month 
the meals were served

Claim Reminders

Claims for Reimbursement

• Meal reimbursement allowed ONLY for the meal types 
reflected in your SFSP application

• Consolidate each monthly meal count by meal type for 
each site

• Will report:
• Total meals
• Total days meals served
• Average Daily Attendance
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Average Daily Attendance

Total meals served
÷

Number of days meals served

Round up to next whole number for any decimal value

Example: 1256 meals ÷ 22 days = 57.09  58
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Average Daily 
Attendance =
Total of daily SFSP meal 
counts ÷ number of SFSP 
operating days

Accepted

Pending

Processed, Accepted or Pending?

Processed: no errors in claim; processed for payment

Accepted: no errors in claim; just waiting for the payment 
processing date

Pending: steps in the claim acceptance process remain; 
you claim will not be paid

Authorized Representative receives email 
confirmation
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Agenda

• Current meal service waivers

• Two meal service options: Open or Closed 
Enrolled SFSP

• Program application & claims hints & tips

Meal requirements & recordkeeping

• Program costs & procurement

• Monitoring

Handout
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Breakfast

Must serve 
three 
components

Lunch and Supper

Must serve all 
four components

Five items:
• 1 Milk 
• 2 Fruit or 2 Veg 

or 1 Fruit + 1 
Veg

• 1 Grain
• 1 Meat
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Production Records

• Documentation that all required components of meal 
were provided in minimum required serving sizes

• Daily record must be completed as meal is prepared
• Not the day before or the day after

• Must have production record for every meal claimed 
for reimbursement

Example

Handout
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What Serving Size?

Production Records

• Complete Sponsor Name & Site Name on master copy
• Each day circle meal type and write full date 

• e.g. June 6, 2020

June 6      June 6, 2020
MidNebraska Food Bank
Cooper Park

Handout



4/30/2020

25

Example Record your plan

• Provide all info in the meal planning section

• Number of meals / components / serving sizes

Hamburger on bun

French fries

Apple slices

1% white milk

2 oz patty
29 x 2 oz bun

29 x ½ c 

29 x ½ c

29 x ½ pint

25
1 3

29

X

Handout
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Food Buying Guide

https://foodbuyingguide.fns.usda.gov/Home/Home

Ground Beef

29         x          2 oz =      58 oz

12 oz per 16 oz 12 ÷ 16 = .75

58 ÷ .75 = 77.33 oz 77.33 ÷ 16 = 4.83 pounds

# servings   x   serving size   =   total needed

Servings per purchase unit

Ground Beef (85/15)

What I need in ounces ÷ edible portion per ounce equal total ounces needed 
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French Fries

29         x          ½ c         =      14.5 c

8.1 ½ c servings per pound

14.5 ÷ 8.1 = 1.8 pounds 

# servings   x   serving size   =   total needed

Servings per purchase unit

French Fries, Frozen

FBG quantity in ¼ c sizes. 
I need to serve ½ c portions 
of French fries

What I need in cups ÷ # ½ c servings per pound = pounds I need to prepare

Apple Slices

29         x          ¼ c         =      7.25 c

11.4 ½ c servings per pound

7.25 ÷ 2.85 = 2.54 pounds 

# servings   x   serving size   =   total needed

Servings per purchase unit

Apples (fresh, quartered)

What I need in cups ÷ # ¼ c servings per pound = pounds I need to prepare
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Example Record what you prepared

85 % lean ground 
beef

5 pounds

French fries, frozen

Apple slices, fresh

2 pounds

1 pound

Bun, enriched white

1% white
Unflavored soy

2 pkgs @ 1 pound 
each

30 ½ pints
2 cups



4/30/2020

29

Final Production Record

Daily Meal Counts

• Complete separate daily 
meal counts for breakfast 
and lunch for every day 
meals are served

• Completed at the time of 
meal service

• Not before or after meal 
service

Open Sites

Counting Meals
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Lincoln Elementary

March 24, 25, 26, 2020

50 5 55

52

52

3 156

First meals served cannot 
exceed # meals available

This is the # of meals you include 
in your monthly claim total

123 A Street, Anytown
Kayte Partch

Box A indicates # of meals included in 
each package & should correspond with 
date(s) at top of form

NOT OK TO DRAW A LINE THROUGH NUMBERS 
DO NOT MARK THIS BEFORE CHILDREN RECEIVE MEALS

MUST HAVE TALLY MARK FOR EACH MEAL CLAIMED 

Lincoln Elementary

March 24, 25, 26, 2020

10 5 15

123 A Street, Anytown
Kayte Partch

36
NO!
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Meals cannot be claimed if meal count form is 
incomplete or not completed accurately

Lincoln Elementary

March 24, 25, 26, 2020

10 5 15

123 A Street, Anytown
Kayte Partch

36
NO!

Counting Meals

• Ways you cannot count meals:
• Morning preparation counts
• Anticipated meal counts
• Before the meal is received
• Counting in your head

• MUST count and record meals as they are served to 
each child

• Serve more meals than one meal count form has? Add 
additional forms
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Counting Meals

• Delivery driver should mark meal count sheet or meal 
count roster at the time the meals are dropped off

• Use meal count roster for closed-enrolled sites

• Use tally sheet for open sites

• Use roster for closed enrolled sites

Second Meals

• Must provide all required meal components

• A second meal is not a second helping of the main 
entrée

• Serve second meals only after all children at site have 
received a first meal

• Record all second meals on meal count sheet
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Clinton Elementary
2250 Platte St, Somewhere, NE

Joan Smith 6/2/2019
15 8 23

17

2

1

1

21

2

These values 
go into your 

claim 
consolidation 

form

Does your total 
meals served value 

exceed our total 
available?

Total first meals for each 
month are entered here.

The values from the daily 
POS form #2 are added up to 

determine the total first 
meals. 
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Second Meals

• Reimbursement allowed for up to 2% of first meals
• Example: serve 55 first meals and 10 second meals; you’ll be 

reimbursed for one of those second meals
• 55 x .02 = 1.1

• You need to have money to cover cost of meals above 
the 2% threshold were paid for (cannot be SFSP 
reimbursement)

*How will the other nine meals be paid for?

Combination Foods

CN Label for Processed or Combination Dishes

• Label states the amount of creditable Meat/Meat 
Alternate, Fruit/Vegetable and Grain/Bread

• Commercially prepared combination food items 
without a CN label or product formulation statement 
cannot 
be used
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Child Nutrition (CN) Label

CN CN

Three 1.18 oz. fully cooked whole 
grain strip-shaped chicken pattie

fritters provide 2.00 oz. equivalent 
meat/meat alternate and 1.00 oz. 

equivalent grains for the Child 
Nutrition Meal Pattern Requirements.

CN

CN

Food Safety

• Maintain temperature logs 

• Hand washing 

• Sanitize surfaces and equipment

• Include storage instructions with meals
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Leftover Meals

• Plan production to prevent leftover meals

• Cannot keep leftovers without proper holding 
equipment

• Use leftover meals first

• Adjust order for the next order accordingly

• Cold foods 41⁰F or below, hot 135 ⁰F or above
• If temp not maintained, must be discarded at end of meal 

service

Agenda

• Current meal service waivers

• Two meal service options: Open or Closed 
Enrolled SFSP

• Program application hints & tips

• Meal requirements & recordkeeping

Program costs & procurement

• Monitoring
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Allowable Program Costs

Operating costs 
- costs of food used
- non-food supplies for food service
- space for food service
- meals served to adult volunteers or paid staff who 

work directly with meal service 

Allowable?

Transportation costs related to delivering meals to 
meals sites.

Yes. Transporting meals served to children at approved 
SFSP sites is allowable; use Federal mileage rate.
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Program Funds

Sponsors must use all program reimbursement 
to:
- Pay for meals, staffing
- Year-end excess funds may transfer to another USDA 

Child Nutrition Program (CACFP, NSLP)
- Keep receipts and documentation of staff time to 

demonstrate that your SFSP funds were spent on 
allowable items

*If not used, State Agency will collect excess funds

Unallowable Costs

• Costs for excess meals ordered or prepared but not 
served

• Meals not meeting meal pattern 
• missing a component
• Inadequate quantity

• Meals served at unapproved site or outside approved 
meal service time
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How is Reimbursement Calculated?

Based on # meals served multiplied by the sum of 
administrative & operating rates

*Reimbursement allowed only with approved 
application with NDE

Operating Costs Administrative Costs 
(2 levels)

Food Self-preparation/rural sites

Non-food supplies for food
prep, service

All other site types

Space for food service Planning, organizing,
administering the SFSP
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Procurement

Regulations found in 2 CFR Part 200 and 7 CFR Part 225

Three types:
- Micro-purchase
- Small Purchase
- Formal Purchase 

Sponsor must create and maintain purchasing plan

Procurement

Micro-purchase: under $10,000
- Price is reasonable
- Business distributed equitably amongst suppliers
- No formal bidding required

Small purchase: less than $250,000
- Must get three bids 
- Bids must be documented
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Small Purchasing Plan

1. Plan purchases by forecasting meal counts with # new 
and returning sites

2. Plan meals to meet meal pattern through cycle menu for 
all meals served

3. Plan orders based on menu items and # meals and order 
frequency

4. Solicit bids from vendors providing specific information
a. Delivery schedules
b. Local foods
c. Payment due dates

Handout
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Procurement

Formal purchase ($250,000 or greater) requires:

- Invitation for a bid (IFB) or Request for Proposal (RFP)

- Public announcement 

- Distribute announcement to multiple vendors

- Formal bid opening

- Evaluation process, cost with most weight

Invitation for Bid (IFB)

• Used when price is only factor to determine 
contract

• Contract goes to lowest bidder

• Sufficient time for bidders to respond

• Required public announcement and bid opening
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Request for Proposal (RFP)

• Used when multiple factors determine contract award
• Public announcement and bid opening
• Sufficient time for bidders to respond
• NDE RFP template must be used (add link to webpage 

and here)
• Evaluation criteria with cost having highest weight
• NDE approval before contract is implemented

Formal Procurement

• Contact State Agency if planning to use IFB or RFP for 
procuring meals through FSMC

*Formal procurement NOT required if meals obtained 
from School Food Authority
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Purchasing Plan Decision Tree
Child Nutrition Programs

Agenda

• Current meal service waivers

• Two meal service options: Open or Closed 
Enrolled SFSP

• Program application hints & tips

• Meal requirements & recordkeeping

• Program costs & procurement

Monitoring
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Site Supervisor

• At the site every day to supervise meal prep & service

• Maintain daily records 

• Meals served have all required components

• Point-of-service meal count completed when meals are 
served

Annual Site Review

• Required for all sites within first four weeks of 
operation

• If operating through the summer months, you can 
complete this review then

• On-site requirement is WAIVED

• Helps identify and correct issues
• Increase monitoring when problems are identified

• Operate less than four weeks? 
• Still conduct this review

7 CFR 225.15(d)(3)
Handout
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• Review each site’s daily 
meal counts

• Review each site’s daily 
production records

• Check for 
completeness & that 
records aren’t missing

• Document findings and 
corrective actions taken

• Keep with other SFSP 
records

• Submit to NDE only if 
requested

Racial/Ethnic Data

Info gathered during site visit

• Visual identification to determine a participant’s racial/ethnic 
category 

• Include participant in the group to which child appears to 
belong, identifies with, or is regarded as a member of by the 
community

• Collect this info on the site visit form

*This would be part of the on-site visit
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Racial/Ethnic Data

Info gathered during site visit

• Visual identification to determine a participant’s 
racial/ethnic category 

• Include participant in the group to which child 
appears to belong, identifies with, or is regarded as a 
member of by the community

• Collect this info on the site visit form

*This would be part of the on-site visit

And Justice For AllMust be displayed at meal service site
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Civil Rights

• All staff trained on Civil Rights requirements annually

• Refer to Civil Rights training: 
https://www.education.ne.gov/ns/training/cacfp_alltra
ining.html

• Short nondiscrimination statement printed on program 
materials

“USDA is an equal opportunity provider”

Questions?
NDE Nutrition Services is working remotely

Contact NSLP/SFSP specialists 
by phone or email

Erica Arter Laura Lutz

Mary Ann Brennan Kayte Partch

Beth Haas Michelle Stephens

Donna Handley Shawn Vondracek
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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: http://www.ascr.usda.gov/complaint_filing_cust.html, 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.


