M foodbank




Contents

BVFB Vision, Mission and Values
Who the BVFB Serves
Affiliations

BVFB Programs

Sources of Food

Agency Partnerships

Minimum Standards Required to Become a Partner Agency

Process to Become a BVFB Partner Agency

Commonly Asked Questions once approved as a BVFB Partner Agency
Causes for Termination as a BVFB Partner Agency

Accessing Product

Disclaimer of warranties and limitation of liability

Ordering Products
BVFB Order Pickup Requirements/Instructions

BVFB Order Delivery Requirements/Instructions

Inclement Weather Policy

Handling Food Safely

Pest Control

Distributing Food to Those In Need
Appropriate Use of Product from BVFB
Eligibility Requirements
How Much Food to Distribute

How to Distribute Food: Client Choice

Record Keeping Requirements and Monitoring
Monthly Statistical Reports

PARTNER AGENCY FEES AND CHARGES
Probationary Status

Complaint Process

Site Visits with Food Bank Partner Agencies
County Meetings

Training Opportunities

Contacting BVFB
Staff Positions with Relevant Responsibilities

19

21
22
24
26
27

28
28
29
31
33
34
35
37
38
38
38
39
40

42
43

44

45

46

47

49

49

50
50



BVFB Hours of Operation/Availability 51

BVFB Staff Meetings 51
Holiday Closing Schedule 51
Agency Changes 51
Inactive Agencies 52
Surveys 52
Useful Food Bank Terms 53
APPENDIX 55
Agency Agreement 2021-2022 56
Disaster Relief Memorandum of Understanding 63
The Emergency Food Assistance Program (TEFAP) 65
Policies & Procedures: 65
TEFAP Participant Rights & Responsibilities 67
Reporting Loss of USDA Foods 68
Managing Program Fraud Misuse & Negligence of USDA Food 69
Report of Loss of USDA Foods 70
Civil Rights Training Affidavit 71
Civil Rights Training Log 72
Participant Application Process 73
Instructions on Completing the H1555 75
H1555 — TDA Approved Intake Form - English 77
H1555 Form — TDA Approved Intake Form - Spanish 79
TEFAP Participant Rights and Responsibilities Form — English and Spanish 81
TEFAP Written Notice of Beneficiary Rights 83
TEFAP Beneficiary Referral Request 84
TDA CE Agreement 85
Sample Posted Complaint Procedure 89
Client Complaint Form 90
Agency Online Ordering Guide 91
Inventory Product Category Guide 102
Delivery Schedule 104
Credit Slip 105
Edge Dock Access Instructions 106
Annual Site Visit Form - Combined 107
TDA Monitoring Form 119
Biennial Distribution Visit Form- Food Pantry 120
Biennial Distribution Visit Form — On-Site 122
Sample Food Pantry Sign 124
Pest Control Log 125
Temperature Log 126
Choking Poster 127
Wash Your Hands! CDC Poster- English 128
Example Daily Menu 130
Safe Minimum Internal Temperature Chart 131
Client Choice Models 132
Guide to Entering Statistics in P2 133



W foodb

BVEB Vision, Mission and Values

Vision Statement

Our vision is a hunger-free Brazos Valley.

Mission Statement

The Brazos Valley Food Bank (BVFB) unites our community
to nourish neighbors in need.

Values
In all that we do, BVFB:

e Promotes understanding of hunger
e Inspires community involvement
e Respects diversity
e Appreciates every contribution
e Responds to evolving needs
e Demonstrates transparency
e Practices good stewardship

e Models excellence
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Who the BVFB Serves

BVFB acts as a food distributor for partner agencies that provide food to hungry people in the
following counties:

Brazos
Burleson
Grimes
Madison
Robertson
Washington

Emergency food pantries, soup kitchens, emergency shelters, elderly nutrition sites, group
homes, and after school programs provide BVFB the means to distribute food to people in need
using a community-based partnership model.

Robertson Nadi son
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Burleson Imes

Washington



Affiliations

BVEFB is a private nonprofit organization, affiliated with:

Houston Food Bank

BVFB is a Partner Distribution Organization (PDO) of the h -l-
Houston Food Bank. BVFB serves the counties of the O US On

Brazos Valley for the Houston Food Bank. If BVFB did
not exist, the Brazos Valley would be served by the
Houston Food Bank. While BVFB operates like a full-

foodbank

fledged Food Bank, the population of the Brazos Valley is F'”'”Q PO ntries. F'”'”Q ||ves.

not large enough in the eyes of Feeding America to be

considered a stand-alone Food Bank. Being a PDO of the Houston Food Bank means the BVFB
gets its United States Department of Agriculture (USDA) Commodities allocation from them
instead of directly from the State of Texas. It also means that BVFB can access other food and

non-food items that the Houston Food Bank has relatively easily.

Feeding Texas

Feeding Texas (FT) was founded in 1986 as an outgrowth of an
attempt by a food retailers trade association to conduct a statewide

food drive. Over time FT has become a single effective voice uniting
food banks affiliated with Feeding America in Texas, fostering, and
facilitating cooperation between food banks themselves as well as
food banks and statewide resources particularly state government.

Programs like Benefits Assistance and Nutrition Education came

about because of BVFB’s affiliation with FT.

Feeding America

Feeding America is the nation’s largest domestic hunger-relief
charity. Its mission is to feed America’s hungry through a
nationwide network of member food banks and engage the country
in the fight to end hunger. Its network of more than 200 food banks
serves all 50 states, the District of Columbia, and Puerto Rico,
providing 4.3 billion meals to 46 million Americans each year.
BVFB’s PDO status with Feeding America provides it access to
technical  assistance, grant opportunities, professional
development for staff and participation in corporate level
sponsorship donation programs implemented locally (such as
retail pickup).

DISTRIBUTION
PARTNER OF M

AMERICA

BVFB is inspected by the Texas Department of Health,
monitored annually by the Houston Food Bank and
is a State licensed non-profit salvage establishment.



BRAZOS VALLEY

@lfoodbank

BVFB Programs

In addition to the general collection and distribution of food and household products to partner
agencies, the BVFB also offers many programs designed to assist in providing nutritious food
serving targeted populations. Solve Hunger Today - distributing food to people so they can eat
right now - is one approach to a Hunger-Free Brazos Valley.

After developing distribution programs to reach vulnerable populations like children, seniors,
and rural residents, BVFB began programs to help End Hunger Tomorrow — connecting the food
insecure to other resources that can help put food on their tables beyond today, and to help
families eat healthier for healthier lives.

Your agency may choose to participate or refer clients to some of these programs.

If your agency wishes to learn more about the programs listed below, please reach out to the
listed contact or to the Agency Relations/Mobile Pantry Coordinator.

Following is a brief overview of current programs:



The Children’s BackPack Program

BVFB’s BackPack Program works to address
childhood hunger by providing food to children at risk
of going hungry over the weekend in 6 counties
(Brazos, Burleson, Grimes, Madison, Robertson, and
Washington). Through the BackPack program, bags of
food are provided to partners - schools during the
school year, and youth programs over the summer.
Every Friday, BVFB’s BackPack partners distribute
bags of nutritious, shelf-stable food to children to
ensure that they have access to food when school meals are unavailable. These
Backpacks provide children not only with needed nourishment, but also with self-
confidence and a self-assured start to the school week.

The National Council of Feeding America approved the BackPack Program as an
official national program of the Network in July 2006. BVFB started its BackPack
program in the fall of 2005 with one {
school site in Brazos County. In 2007,
BVFB’s BackPack program expanded
to include 2 summer sites, which
extended services year-round. In fall
2014, BVFB’s BackPack program
expanded again to offer BackPack to
all 6 counties served by BVFB. By fall
2019, the BackPack program served
40 sites in 6 counties — distributing
over 1,300 bags each week. The
BackPack program is paid 100% by
grants written by and awarded to BVFB, and donations designated specifically to
purchase food for this program.

If you know of children who might benefit from this program, you can direct
the child’s parent/guardian to contact the school that child attends and inquire
about enrolling in the BackPack program at the school the child attends.
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School-Based Food Pantry

BVFB’s School-Based Food Pantry program addresses the issue
of adolescent hunger by
partnering with local schools to
host food pantries on the school
campus that distribute food and
| hygiene items. While the
Children’s BackPack Program most frequently
focuses on elementary aged students and each
BackPack serves just one child, School-Based Food
Pantries predominantly serve intermediate, middle,
and high schools and are able to serve the students’
whole family, as needed.
School-Based Food Pantries make food more
readily accessible for low-income students and their
families since they are already regularly at the
school. Students and their families can access a

: variety and quantity of food in a way that
accommodates an older students’ reluctance to be singled-out or somehow identified
as “in need” amongst their peers. School-Based Food Pantries also try to be
preventative — some youth feel obligated to help the family, and this offers them a
safe and confidential way to do this, without skipping school or dropping out
altogether to get a job.
Participating schools store food and hygiene items so students and their families are
able to visit the school pantry and receive these items as needed throughout the
school year.

In the 2019-2020
school year,
BVEFB’s 12 partner
schools in Bryan-
College Station
served over 3,321
individuals
(students and their
families) through
the School Based
Food Pantry
program.

The School Pantry Program is paid 100% by grants written by and awarded to
BVFB, and donations designated specifically to purchase food for this program.

If you know of children who might benefit from this program, you can direct
the child’s parent/guardian to contact the school that child attends and inquire
about how to receive food from the school-based food pantry program at the
school the child attends.
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Senior Outreach Program

As the senior population grows, so does the number of
senior citizens who struggle with food insecurity. These
seniors must make difficult decisions, like whether to pay
for food or medication, and often face challenges to food
access due to mobility or transportation. Hunger can have
serious effects on a senior’s health as it may worsen
symptoms of conditions like diabetes, frailty, and heart
disease.

Home delivered meal programs, like Meals on Wheels, deliver meals to homebound
seniors Monday —Friday. The mission of BVFB’s Senior Outreach Program (SOP)
is to meet the needs of low-income seniors, who have trouble accessing other
resources due to transportation/mobility/illness in the Brazos Valley. BVFB’s SOP
provides seniors with nutritious and easy to prepare food for evenings and weekends
when other food resources are not directly available to them.

BVFB SOP partners with programs
such as Meals on Wheels, home
health companies and low- income
senior housing properties who are
already serving low-income seniors
in some way in Brazos, Burleson,
Grimes, Madison, Robertson, and

Washington Counties.
5
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weekly, 500 unique through our partners: Meals on Wheels, Grimes Health
Resource Center, Madison Health Resource Center, Washington County Healthy
Living Association, Highland Villas, Texas Home Health Hospice, LULAC, City of
Bremond, and Elder Aid.

In 2019 the Brazos Valley Food
Bank served more than 310 seniors

The Senior Outreach Program is paid 100% by grants written by and awarded to
BVFB, and donations designated specifically to purchase food for this program.

If you know of a Senior who could benefit from this program, contact:

Meals on Wheels at (979) 822-3684; for Grimes County residents, the Grimes
Health Resource Center at (936) 870-4575; for Madison County residents, the
Madison Health Resource Center at (936) 349-0714; and for Washington
County residents, the Washington County Senior Activity Center at

(979) 836-6552.

You may also contact our Special Programs Coordinator at
(979)779-3663 ext.113

12



Mobile Food Pantries Program

BVFB began the Mobile Food Pantry program in 2008 with the goal of bringing
fresh, frozen, and non-perishable food directly to food deserts - communities with
inadequate access to nutritious foods needed to maintain a healthy diet. Currently,
the Mobile Food Pantry provides 50-75 1bs. of food a month to approximately 450
food insecure households in Madison, Washington, and Grimes Counties.

Mobile Food
Pantries can operate
inside a building or
outdoors in an open
space like a field or
parking lot and can
utilize a system
called Client Choice
that allows
MOBILE ::00 PANTRY indiVidualS to ple
HERE TODAY the food they want.
The flexibility of a
Mobile Food Pantry
means the
distribution can
occur where it is
most needed, when
volunteers are available to run it, even if a physical building is not available.
BVEFB’s current Mobile Food Pantries operate at the County Fairgrounds of Grimes
and Madison counties and two serving Washington County in church parking lots,
one in Brenham and one in Burton.

BVFB’s Mobile Food Pantry in Madison County is overseen by Food Bank staff
and volunteers who determine individual eligibility for the program and help load
food into the vehicles of those in need. Grimes and Washington County Mobile
Pantries are overseen by Program Partners and their volunteers which also
determine individual eligibility for the program and help load food into the vehicles
of those in need.

The Mobile Food Pantry Program is funded by businesses, private donors, and
grants.

Agencies who are interested in learning more about Mobile Food Pantry
Program can contact our Agency Relations/Mobile Pantry Coordinator at
(979) 779-3663 ext. 110. If your agency wants to refer clients who live in
Madison, Washington, and Grimes County to a mobile pantry, you can find
distribution information at https://www.bvfb.org/get-food.




Screen & Intervene

Poverty and food insecurity have serious consequences for health — today and
tomorrow. There are strong associations between food insecurity and medical
consequences. For low-income patients with diabetes, the risk of hospitalization
increases during the last week of the month vs. the first week of the month.

- --fr---

Trusted professionals, like medical
providers, play a critical role in
connecting eligible, low-income patients
with food and nutrition services and
other benefits that help move them
towards food security and potentially
reduce their risk of developing chronic
conditions, such as diabetes. Screening
for food insecurity can identify health
issues that might otherwise go
undiagnosed or misinterpreted by health
care providers, and connect those in need
with available resources, preventing the food insecure from “falling through the
cracks”.

The mission of the Screen & Intervene program is to identify food insecure
individuals and families through non-traditional partnerships, such as health clinics
and chronic disease management programs, and help connect the food insecure to
additional resources for a more comprehensive approach to health and hunger.

The Screen and Intervene Program is paid 100% by grants written by and awarded
to BVFB, and donations designated specifically to purchase food for this program.

BVFB connects interested food pantries to a healthcare provider, creating
more accessible locations for clients to pick up food prescription pads and food
vouchers.

Agencies who are interested in learning more about our Screen and Intervene
program can contact BVFB’s Health Promotions Coordinator at
(979) 779-3663 ext. 119.
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Benefits Assistance Program

BVFB's Benefits Assistance Program
(BAP) focuses on helping people
apply for programs like SNAP
(formerly the Food Stamp Program),
Medicaid, Children's Health
Insurance Program (CHIP), and the
Women's Health Program. The
Texas Health and Human Service
Commission (HHCS) funds the BAP
program through a subcontract with
Feeding Texas.

BVFB’s Benefits Assistance Coordinator visits pantries, community agencies, and
locations in our service area to assist clients with accessing these benefits, providing
application assistance for these programs, and training on accessing the
yourtexasbenefits self-service portal.

HHSC funds BVFB’s Benefits Assistance Program through a subcontract with
Feeding Texas.

Agencies interested in hosting our Benefits Assistance Coordinator at their
location or would like information on the covered assistance programs or the
Benefits Assistance Program can contact our

Benefits Assistance Coordinator at (979) 779-3663 ext. 105.

Referral Partner Program

Those experiencing food insecurity often have unmet needs in addition to food.
BVEFB’s Referral Partner Program (RPP) and its Referral Specialist help connect
people to resources in the community that can help fill the gap, such as utility
payments, resume creation and employment, etc.

HHSC funds BVFB’s Referral Partner Program through a subcontract with Feeding
Texas.

Agencies interested in hosting our Referral Specialist at their location or would
like information on the Referral Partner Program can contact our
Referral Specialist at (979) 779-3663 ext. 120.

15



Nutrition Education Program (SNAP-Ed)

BVFB’s Nutrition Education Program offers nutrition and cooking classes to low-
income community members by partnering with organizations and agencies serving
the food insecure in our community.

Health conditions such as diabetes,
hypertension, and heart disease are becoming
increasingly common. However, many of these
diseases can be completely prevented through
nutrition education and access to nutritionally
balanced food. Balanced nutrition along with
regular exercise is one of the most powerful
ways to positively impact your health.

BVFB’s Nutrition Education program is
designed to empower people of all ages to
become enthusiastic health advocates for their families and communities. BVFB’s
classes aim to equip all participants with the information and skills they need to live
a healthy lifestyle, discussing disease prevention and working with participants to
find solutions to challenges they face when trying to eat healthy.

BVFB offers a variety of in person,
interactive programming, as well as online
content to organizations serving low-
income populations located in the BVFB
service area. BVFB’s class audiences
range from early childhood with moms
and toddlers to the elderly/senior centers,
and all ages in between. BVFB focuses on
® application of the Dietary Guidelines and

- MyPlate to make healthy eating choices,

tailored to fit any audience.

BVFB’s Nutrition Education team also offers other services
available to your agency such as curated recipes, educational
materials, including handouts and posters, and more.

Agencies who are interested in hosting BVFB’s Nutrition Education services at
their location or would like information on the services provided by the
Nutrition Education Team can contact our Nutrition Education Coordinator at
(979) 779-3663 ext. 109.

16



Together We Grow

BVEFB’s Together We Grow (TWG) program works to bring together targeted
individuals to inspire growth, foster connections, and build upon strengths to achieve
long-term financial, educational, and career-oriented goals.

The objective of TWG is to
increase household food
security by empowering
targeted individuals to set
goals to begin to change
their lives from food
insecure to food secure.

As individuals work towards
achieving their goals, two
tracks occur simultaneously:

e (Casework and supportive
services - During the
casework and supportive R Bl i i
services track, program individuals work W1th TWG staff to 1dent1fy and address
barriers in any aspect of their life that may interfere with maintaining household and
employment stability. Based upon the needs of the individual and/or family unit, a
service plan is developed to address employment barriers through connection to
resources, training, counseling, and education to empower the individual to meet
those needs.

o Training, job placement, and ongoing workplace support - During the training, job
placement, and ongoing workplace support track, the individual will work with
TWG staff to identify workplace strengths and opportunities for personal and
professional growth.  Program individuals apply their strengths through
participation in project-based learning by taking responsibility for planning,
developing, and managing a community garden and its volunteers.

Once an individual is matched with a favorable job, TWG staff will continue to
provide supportive services as needed to eliminate potential setbacks and address
any unforeseeable barriers to household and employment stability.

Currently, TWG staff are recruiting participants through Brazos County
partner agencies only. Agencies who are interested in learning more about
Together We Grow can contact the TWG Program Coordinator at

(979) 779-3663 ext. 112.

To refer someone to Together We Grow, complete the online referral form
located at https://www.bvfb.org/together-we-grow-referral-form

17



Family Boxes

Not all of our hungry neighbors can access food pantries when they are open, and many of them
do not know where to turn when they need help. In realizing these needs, BVFB keeps
Emergency Family Boxes on hand. If no pantry is open or will be open the day an individual
comes to BVFB seeking food assistance, a Family Box can be provided. Family Boxes contain
over 40 pounds of nutritionally balanced items that can assist a family through a crisis.
Individuals or families that receive Emergency Family Boxes are always given 2-1-1 Call for
Help referral information, our Emergency Food Assistance Referral Sheet, are asked about
applying for SNAP, and screened for our Together We Grow Program.

Disaster Relief

In the event of a natural, man-made disaster, and now a pandemic, BVFB may be called upon by
the State of Texas, Feeding Texas - the Texas Food Bank Network, the Houston Food Bank,
regional disaster districts and/or local governments and/or Emergency Operation Centers (EOC)
to respond. Responses could mean distributing food in affected communities, supplying food for
evacuees staying in the Brazos Valley, and/or providing food to shelter operations.

BVFB has participated in coordinated relief efforts for Hurricanes Katrina, Rita, Ike, Harvey and
Imelda, the Dyer Mills Wildfires, flooding, and power outages related to high winds and ice
storms, by providing food, water, and snacks for shelters, welcome centers, and individuals, as
well as food to supply evacuees with at hotels and other locations.

Beginning with Hurricane Harvey, BVFB recruited “Super Agencies” in each county — existing
food pantry partners, who could serve those affected in their county when disaster situations
arise. Super Agencies sign a formal agreement outlining the expectations for Super Agency
service in a disaster, and what Super Agencies can expect from BVFB, see Appendix, page 64.
Agencies interested in becoming a Super Agency should contact the Agency Relations/Mobile
Pantry Coordinator for more information.

BVFB will do its best to ensure that disaster relief efforts do not affect the effectiveness of
BVFB to serve its partner agencies in regular, local hunger relief efforts.

For more information about the above programs, please contact the relevant
BVFB staff member (contact information located in the description of each
program). Or contact the Agency Relations/Mobile Pantry Coordinator at
Brazos Valley Food Bank at (979) 779-3663 x 110.

18



Sources of Food

The Brazos Valley Food Bank receives food from multiple sources which it then redistributes.
Below are two charts that reflect the change in BVFB’s distribution over the last five years.

Total BVFB Distribution 2013-2020
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Following is a brief overview BVFB’s sources of food:

United States Department of Agriculture (USDA) Commodities: The Emergency Food
Assistance Program (TEFAP)

USDA purchases a variety of nutritious, high-quality foods, and makes those foods available to
State Distributing Agencies, which is the Texas Department of Agriculture (TDA) in Texas. The
amount of food each State receives out of the total amount of food provided is based on the number
of unemployed persons and the number of people with incomes below the poverty level in the
State.

States provide the food to local agencies that they contract with, usually food banks directly
affiliated with Feeding America, such as the Houston Food Bank, which in turn distribute the food
to local organizations, such as Partner Distribution Organizations (PDO), like BVFB, but also soup
kitchens and food pantries that directly serve the public.

See TEFAP Policies and Procedures, see Appendix, page 66.

Reclamation or “Salvage” (cosmetically/slightly damaged products) from retailers
Often, the reason for food industry donations is overproduction or inventory control. Items that are
cosmetically damaged, overruns, or low sellers make their way to BVFB through grocery stores.
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These items are culled by volunteers and added to banana box inventory on a rotating basis
throughout the year.

Supermarket chains like H-E-B and hundreds of food manufacturers with brand names we see
every time we shop for groceries know that legal liability is not an issue because of state and
federal laws known, respectively, as the “Good Faith Donor Act” and the “Good Samaritan Act.”
These laws state that a corporation, which donates apparently wholesome food to a nonprofit
organization for distribution to the hungry, is not subject to civil or criminal liability that arises
from the condition of the food. Corporations, individuals, partnerships, organizations, or
associations do not need to let liability worries prevent them from donating as long as they donate
“without intentional misconduct.”

PLEASE NOTE: Donated and salvage product comprises the vast majority of the food
BVEFB acquires. Because of the nature of these products, be aware that you will receive items
with minor defects (dented cans, out-of-date, imperfect produce, etc.). These defects do not
mean the food is unsafe to eat, any unsafe items according to the guidelines are disposed of
during the sorting of the food.

Donated from individuals, groups, manufacturers

Schools, businesses, student groups, civic groups, and more conduct food drives for BVFB,
culminating in select perishable and shelf-stable food for distribution.

Purchased

As a convenience to partner agencies, BVFB may purchase products that a majority of partners
have indicated are high priority items, when BVFB does not have these items. BVFB can generally
secure the items at a competitive price and can provide the added convenience of one-stop
shopping. In these cases, BVFB passes these savings along to those partner agencies that access
the product. Examples of items purchased cooperatively include fresh eggs, frozen ground beef,
canned fruit, peanut butter, beans, and tuna.

20



Agency Partnerships

BVFB partners with organizations throughout the Brazos Valley to provide food assistance to
those in need. These partners are approved non-profit organizations or churches that run food
pantries and onsite feeding programs.

Public Food .
Pantries F 0 Od O NS |te /
Pantries Feeding

Client :
Pantris Programs

Food pantries are broken down in two categories: public pantries and client
pantries.

Public Pantries are agencies that distribute non-perishable and fresh foods to all food insecure
individuals who request assistance in the geographic area they serve. These groceries are
distributed in pre-packaged boxes/bags, or the families and individuals can choose their own
food using a system called Client Choice. Please see pages 37-38 for more information.

Client pantries are run by non-profit and religious organizations that already provide services to
individuals in need and want to distribute supplemental groceries to their client population.
These pantries, which are not open to the public, distribute non-perishable and fresh foods to the
families and individuals who participate in their agency’s programs and services.

Onsite feeding programs can be broken down in two categories as well: meal
sites and snack sites.

Meal sites are agencies who serve both hot and cold meals to their clients. These sites can be
residential or recreational. (These sites may also serve snacks.)

Snack sites are agencies who serve snacks to their clients and not full meals. These sites are
recreational not residential. These agencies are often after-school programs.
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Minimum Standards Required to Become a Partner
Agency

BVFB welcomes non-profit organizations, churches, and other groups that want to help in the cause of
alleviating hunger in the Brazos Valley.

Please know that the commitment, time, and resources needed to run an effective food pantry or feeding
program are great.

All agencies/programs that wish to become partner agencies of BVFB, to acquire food to distribute, must
meet certain standards as well as agree to abide by certain terms and conditions.

Even if an agency meets the standards and agrees to abide by terms and conditions, BVFB still has the
right to refuse membership based on the following:

Lack of demand for food assistance in the community to be served

Volume of food assistance programs already in the community

BVFB resources required to service the agency and manage contract compliance

Other factors deemed relevant by BVFB’s New Agency Approval Committee (NAAC)

Specific Standards

2 types of Partner Agency organizations qualify to apply for BVFB Status:

501c3 - independent non- IRS Qualified Church

profit Organization Organizations

The agency must have qualified under Section 501(c)3 of the Internal Revenue Service (IRS) Code as a
tax-exempt organization.
or

Be a church or other religious organization as described in Section 170(c)2 of the IRS Code to which
deductible contributions may be made.

To demonstrate this, the potential partner agency must present one of the following:

e Determination letter from the IRS. A determination from the IRS that is an “advance ruling” will
only be acceptable during the period before a final ruling must be issued.

e [RS listing — an agency’s listing in the current edition of the IRS Cumulative List of Organizations.

e Group exemptions — An agency which is a subsidiary of a larger 501(c)3 status must submit a copy
of the larger organization’s status (i.e., a local Catholic Church may submit the national Catholic
exemption letter).

e Unincorporated church — Any applicant organization which is a church and does not have 501(c)3
status must submit a Church Qualifier Application completed and signed by the Chief Executive
Officer affirming that the organization is in fact a church and has not applied to the IRS for 501(c)3
status and been denied, has not had its 501(c)3 status revoked by the IRS, and essentially meets the
criteria employed by the IRS in defining a church.
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In addition to meeting the criteria of being a tax-exempt organization or church, partner agencies must:

Feed the needy, the ill, and/or children (defined as all children under the age of 18)
Supply food directly to clients in the form of meals or food bags and/or boxes regularly - at least
once a month on set scheduled days and hours.

*The schedule must be made and displayed publicly so the community is aware of the program.
Strictly adhere to eligibility criteria for distribution of food that is part of state and/or federal
programs. Some of BVFB’s product is obtained through government channels (USDA/TDA) and
thus has restrictions regarding its distribution. Specific criteria, policy, and procedure can be found
in The Emergency Food Assistance Program(TEFAP)Handbook, see Appendix, page 66 or by
contacting the Agency Relations/Mobile Pantry Coordinator at BVFB.

Distribute all BVFB product to all persons who qualify for food assistance and not discriminate
against any person based on one’s race, color, citizenship, religious status, gender, sexual
orientation, gender identity or expression, national origin, ancestry, age, marital status, disability,
political affiliation, unfavorable discharge from the military or status as a protected veteran.
Have the capacity to receive, store, and distribute food safely and efficiently according to BVFB
standards.
Serve a minimum of 50% low-income clients if providing recreational services for which tuition
or fees are charged. Primary service must be to individuals in need.
Conform to the Agency Agreement and Liability Release standard as set forth by BVFB to maintain
membership status.
Be a member of and receive services from only BVFB (and no other Food Bank).
Agree to support the BVFB with per pound Shared Maintenance* contribution.
Collecting, sorting, packaging, handling, and storing food costs money. Partner agencies
agree to help off-set a portion of these costs through a Shared Maintenance fee that is
assessed on product received. The current fee is 15 - 19 cents (15-19¢) per pound. There is
no Shared Maintenance fee on perishable products (breads and produce). Additional costs
may be incurred by partner agencies who select products acquired through purchase.
Be licensed or certified by health authorities, if required by the County.
Allow monitoring by BVFB representatives (staff or volunteers) as requested.
Limit food requested to an amount that can be distributed or consumed within a period of 30 days.
Agree to contact BVFB before soliciting food from major donors — manufacturers, processors,
distributors, brokers, wholesalers, etc.
Keep records on clients (food pantries) and on food distribution and make those records available
to a BVFB representative as requested.
Use BVFB products only in a manner related to its exempt purpose and solely for the feeding of
people in need stated by the Agency Agreement.
Notify the BVFB of any changes in programs, personnel, addresses, contact phone numbers, and
e-mail addresses.
Complete Food Safety Certification and maintain certification by at least one staff/volunteer while
agency is a Partner Agency, see Appendix, page 48 for training opportunities.
Conduct and document annual Civil Rights Training with all of your staff/volunteers annually, see
Appendix, page 72 and 73.
Maintain temperature logs on any refrigerators/freezers at your site, see Appendix, page 127.
Maintain pest control of food distribution storage and distribution site with supporting
documentation.
Agree NOT to:
1. sell food received from BVFB
2. exchange food received from the BVFB for good, services, or donations
3. charge for meals served or food bags and/or boxes distributed.
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Process to Become a BVFB Partner Agency

Meet Complete

Minimum BVEB Pass Site Voted inby |(==> NAAC

Inspection BVFB NAAC Decision

Standards Application

A. Meet Minimum Standards:

Carefully review the Minimum Standards outlined in the “Minimum Standards Required to
Become a Partner Agency” section of this manual. If your feeding program can adhere to these
minimum standards, proceed to step B.

B. Complete BVFB Application:

Complete the partner agency application, make copies of all required documentation outlined in
the application, and return all paperwork to the BVFB Agency Relations/Mobile Pantry
Coordinator. This application can be found on our website (www.bvfb.org) or by contacting the
Agency Relations/Mobile Pantry Coordinator at (979) 779-3663 ext. 110.

e [f the feeding program will occur at a church, the pastor of the church must sign off on the
application, giving permission for use of the church (and/or its associated buildings).

e [f a partner agency wishes to utilize BVFB products for more than one feeding program, a
separate application must be submitted for each program.

C. Pass a Site Inspection by a BVFB Representative:

1. The Partner Agency must have adequate, clean, dry storage for all products received from the
BVFB at any one time.

a. Product must be:
e Stored in a secure room that will prevent entry of bugs and rodents.

e Stored on non-porous surfaces (no bare wood, rusty metal, or shelf-liner). Paint
wood/metal with light-colored, oil-based enamel paint.

e Stored properly. No repackaging of products.

e Kept, whether in bags or boxes, six (6) inches off the floor. Storage on pallets or
shelves four (4) inches of clearance from the floor and walls and two (2) feet of
clearance from the ceiling.

e Stored safely. The Agency guarantees that non-food items are stored separately from
food. Non-food items should not be stored above or mingled with food. Do not store
near steam or heat.

e Keptin a clean and orderly area.
a. Refrigerators and freezers should be wiped down as soon as spills occur.

b. Cleanliness is defined as the site being free of spills, debris, and waste.
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2. The Agency must keep the temperature of the pantry at a level that maintains the integrity of
the food and product being stored there. Proper ventilation is important.

3. [Ifthe Agency receives perishable food from BVFB (produce, frozen items, etc.), it guarantees
that it has adequate cooler and freezer space to store, transport, and deliver it safely.

4. The Agency must store all perishable items at safe temperatures.
a. Average safe temperature for refrigerators is 34°F to 40°F.
b. Average safe temperature for freezers is -15°F to 0°F.

5. The Agency agrees to maintain temperature logs, recorded every 48 hours. All refrigerators
and freezers are required to have thermometers.

6. The Agency must have visually displayed state licensed pesticide application.
7. The Agency must have reasonable fire protection measures in place (i.e., fire extinguishers).
If the Agency distributes USDA Commodities, the Agency confirms:

e All USDA grain products (flour, corn meal, rice, etc.) must be kept under 70 degrees
Fahrenheit or refrigerated from May to September to deter contamination by pest
invasion.

e Must store USDA Commodities in a manner in which they are distinguishable from
non-USDA Commodities in the storage area or unit.

D. Be Votedin by BVFB’s New Agency Approval Committee (NAAC):

BVFB’s NAAC will review your application as it is received. The information contained in your
application, the outcome of your site visit, and confidence that the BVFB Agency Relations Coordinator
has in your ability to adhere to all standards are taken into consideration by the NAAC before voting. The
BVFB Agency Relations/Mobile Pantry Coordinator will give their opinion based on your program’s
demonstrated organization, structure, sustainability, and capacity to serve the targeted population.

*Please ensure the application is legible, thoroughly completed, and clearly describes your program (or
intended program).

E. Notification of Outcome of NAAC Vote:

If not voted in, your agency will be contacted via writing by the BVFB Agency Relations Coordinator
and notified of the decision. This written notification will be sent via email and US Mail.

If voted in, your agency will be contacted via writing by the BVFB Agency Relations Coordinator and
notified of the decision. This notification will be sent via email and US Mail.

*Once an agency is voted in and notified of this decision, the agency is required to register their program
with 211 — First Call for Help. This can be done by calling the local United Way at (979) 696-4483 and
asking to speak to the Director of I&R Services.

25



Commonly Asked Questions once approved as a

BVFB Partner Agency

How soon can | order food?

Agencies can order food once they
have been approved by the NAAC
and gone through new agency
orientation. New agency orientation
will typically take place within 1-2
weeks after a formal NAAC
approval.

How do | place an order?

A link to the online ordering website can be found
on the Agency Portal of the BVFB website. Your
agency will receive login info upon acceptance.

Can we pick up our order or
have it delivered?

Either option is available for all
partner agencies. Delivery is only
available to orders over 1,500
pounds.

How often can we order food?

Your agency may order food as often as your agency
needs and is able to support.

How do | pay my invoice?

New partner agencies are expected to pay
invoices upon receipt of product. After this
period, partners can use their current statements
which can be downloaded from the portal -
see page 41
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Causes for Termination as a BVFB Partner Agency

Any violation of the requirements listed below may result in agency suspension or
termination:

Charging fees for meals, food boxes, or individual products from BVFB.

Failing to meet Health Department and/or BVFB standards governing food storage,
preparation, handling, and security, please see pages 32-33.

Allowing substantial balances due to the BVFB to remain after repeated requests for
payment have been made.

Writing bad checks to the BVFB to pay shared maintenance.

Failure to be available for two consecutive scheduled monitoring visits during stated
distribution hours and/or to be accessible at given telephone numbers.

Giving “on-site only” products to clients in off-site programs (if agency operates both kinds
of programs).

Selling, bartering, or exchanging BVFB product for profit or gain.

Disclosing or discussing confidential client information without the expressed prior written
consent of the food recipient (i.e., the client).

o BVFB representatives will ask to see client records when necessary. It is an
expectation that a partner agency will allow BVFB to see those records unless the
agency has a legitimate and necessary client confidentiality policy in effect.
Refusing to let BVFB representatives view records may result in disciplinary action
and will be handled on a case-by-case basis.

Falsifying records, statistical reports, and/or agency distributions.

Lack of security at the agency site which could cause BVFB product to be lost or stolen,
see Appendix, pages 69-70.

Mistreatment of food recipients. Each client should be treated with respect and dignity.
Discrimination against food recipients. All clients should be treated fairly and equally, see
Appendix, page 72.

Agency does not open during posted/advertised hours without prior notice.
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Accessing Product
Disclaimer of warranties and limitation of liability

BVEFB provides its partner agencies food and other grocery products on an “as is” basis and does
not make any express or implied warranties of the food or grocery products it distributes.
Further, the BVFB qualifies for the liability limitations of the Bill Emerson Good Samaritan
Food Donation Act when it distributes donations of apparently wholesome food and apparently
fit grocery products. This federal law is applicable so long as BVFB acts in good faith, but it
does not apply if damages are the result of intentional acts or gross negligence. This law may
also be applicable to agencies depending on the facts and circumstances. The applicable state law
is the Good Faith Donor Act. This law of the land states that a corporation which donates
apparently wholesome food to a non-profit organization for distribution to the hungry is not
subject to civil or criminal liability that arises from the condition of the food.

The Language: The Good Faith Donor Act
Section 1. This Act may be cited as the Good Faith Donor Act.
Section 2. In this Act:

(1) “Apparently wholesome food” means food that meets all quality standards of local, county, state, and
federal agricultural and health laws and rules, even though the food is not readily marketable due to
appearance, age, freshness, grade, size, surplus, or other condition, but does not include canned goods that
are leaking, swollen, dented on a seam, or no longer airtight.

(2) “Nonprofit organization” means an incorporated or unincorporated organization that has been established
and is operating for religious, charitable, or educational purposes and that does not distribute any of its
income to its members, directors, or officers.

(3) “Intentional misconduct” means conduct that the person acting knows is harmful to the health or well-
being of another person.

(4) “Donate” means to give without requiring anything of monetary value from the donee.
(5) “Person” means an individual, corporation, partnership, organization, or association.
Section 3.

(A) A person who donates apparently wholesome food to a nonprofit organization for distribution to the needy
is not subject to civil criminal liability that arises from the condition of the food, unless an injury or death
results from an act or omission of the person that constitutes gross negligence, recklessness, or intentional
misconduct.

(B) A nonprofit organization that distributes apparently wholesome food to the needy at no charge and that
substantially complies with applicable local, county, state, and federal laws and rules regarding the storage
and handling of food for distribution to the public is not subject to civil or criminal liability that arise from
the condition of the food, unless an injury or death results from an act or omission of the organization that
constitutes gross negligence, recklessness, or intentional misconduct.

(C) The Act does not create any liability.
Section 4.

This Act applies to liability for food donated on or after the effective date of this Act. Acts 1981, 67th Leg., p.
1003, ch. 381, effective June 10, 1981.

To protect the flow of donations, questions and concerns about Food Bank product should be handled through the
Food Bank. Please reach out to the Agency Relations/Mobile Pantry coordinator with any questions.
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Ordering Products

The BVFB makes non-perishable and frozen products available to partner agencies through an
online order form that can be accessed on BVFB’s website: www.bvfb.org.

As food donations are received, processed, and inventoried, they are entered into BVFB’s
computerized inventory system, see Appendix, page 92 and 103. The order system you find on
BVFB’s website is pulled directly from this computerized inventory. Partner agency orders must
be placed online. Instructions for how to access your online account will be provided during your
Agency Orientation. As part of your agency’s onboarding process, the Agency Relations/Mobile
Pantry Coordinator will contact your agency to schedule your orientation.

Product on the online shopping list is sorted as follows:

Product
Storage
Packing
Type
Category
Price
Weight

With options to further sort/filter through the following:

e Storage
e Type
e (ategory
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Perishable Items

Perishable items, such breads, assorted frozen food, and produce are not listed as a regular order
item on BVFB’s online shopping list.

Partner agencies may indicate in the comment section (located at the checkout screen) that they
would like to receive perishable items and indicate how many households they anticipate serving
with requested perishable items.

An agency may request perishable items in the form of “Breads and Sweets” and/or “Produce.”
The breads/sweets, and produce will be supplied from the breads/sweets and produce BVFB has
been given and has available at the time of delivery.

\_ )

4 N

Order Limitations

Agencies can only order items they are eligible for and the amount of allocated items that have
been designated for their program. Ineligible items ordered by the agency or beyond allocated
limits will be deleted from an agencies order.

Examples: An afterschool program is not eligible to receive family boxes, or a single agency would
not be able to order all inventory of one product.

N )
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BVFB Order Pickup Requirements/Instructions

Due to the time it takes to physically pull and stage a partner agency order, orders for pick up must

be submitted a full 3 business days (72 hours) before the requested pick-up date.

1.  Because of safety concerns, we ask that no more than 3 people per agency come to pick-up
food.

2. Also, please be aware that from time to time we may place limits on certain items of which

we have limited quantities. This is in an effort to ensure the most equitable distribution as

possible.

Agency representatives are allowed only in designated areas.

4.  Agencies will not be permitted to accept product if the vehicle in which they intend to
transport product is unsafe or unsanitary.

5. Agencies ordering refrigerated or frozen product will not be permitted to accept said product
with no means to safely transport product (i.e., coolers, a freezer blanket, or refrigerated
truck).

6.  BVFB will not tolerate individuals who become abusive verbally, physically, or in any other
way toward BVFB staff, volunteers, or other member agencies. If this occurs in the
warehouse, or any other instance while conducting business with BVFB, progressive
disciplinary action will be taken against the agency which the individual represents.

7. It is your agency’s responsibility to double check the invoice for accuracy and sign the
invoice. Invoices must be kept on file by your agency for 3 years and 90 days. BVFB cannot
be responsible for order discrepancies involving hand loaded orders if BVFB is not notified
prior to the agency leaving the pickup area.

8. Ifyou discover a discrepancy in your pre-ordered order once you return to your site, it must
be reported to BVFB within 1 business day of the pick-up date of the order to receive any
type of credit. Your agency will need to fill out a credit slip and return it to the Distribution
Manager. Please see the attached credit slip, see Appendix, page 106.

(98]

Sanitation and Safety Requirements

1. Smoking, drinking, and eating are not permitted in the warehouse or dock area.
. High heels and open-toed shoes are not permitted in the warehouse.
3. No children under the age of 16 are allowed in the warehouse. Do not leave children or pets
unattended by an adult in vehicles in the loading zone.
4.  Agency representatives are expected to exercise good judgment and to refrain from any
activity that would pose a hazard to themselves or others.
5. Notify Food Bank staff immediately of any hazardous conditions in the loading area.

When your scheduled order pick-up date arrives, you should arrive at your appointment time. We
recognize that situations occur which may prohibit an agency from picking up an order as
scheduled.

If this occurs, you MUST notify the BVFB Warehouse Administrator by calling 979-779-3663
ext. 101 prior to your scheduled pick-up time and we will be happy to reschedule your pick-up.
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Picking Up Order Location at BVFB

The Edge Dock was constructed specifically for partner agencies, grocery store pick-up, donors
and BVFB smaller trucks. The dock is located in the Volunteer Parking lot that is gated off of
Independence Avenue. Dock hours are Monday-Friday, 8:30am — 4:00pm.
1. Drive or back up to the ramp until the front/back of your vehicle reaches the marker (blue
bucket with mirror).
2. Turn your vehicle off and ring the doorbell to the left of the sign.

A detailed Dock Instructions Form can be found in the, see Appendix, page 107.

*Note: If you are pulling a trailer, please park at the end of the ramp, walk up the ramp and ring
the doorbell. A BVFB staff member will assist you in the best way to proceed from there.
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BVFB Order Delivery Requirements/Instructions

BVEFB is pleased to offer order delivery to any partner agency that would like to utilize this service.

Requirements for Delivery:

Order must have a minimum weight of 1,500 Ibs. — no exceptions. Please note that the 1,500
pounds total excludes breads, sweets and produce weight. If delivery is requested, and minimum
weight has not been met on an order, the partner agency will be notified that that order is ineligible
unless the order is increased to 1,500 Ibs.

Cost of Delivery

The service fee for delivery is $0.55/mile until further notice. Please note that this policy and the
established delivery rate will be reviewed periodically and could change depending upon our actual
delivery costs. If the rate changes, you will be notified in writing as soon as possible.

How to Schedule a Delivery

Arrange the day of the week, date, and specific time you would like your delivery on a recurring
basis with BVFB’s Warehouse Coordinator 979-779-3663, ext. 101. Please know that BVFB may
have to request different delivery dates and times based upon the responsibilities and prior
commitments BVFB is facing that week. Please do not assume that your order will be delivered
at the time requested without confirming date/time with the Warehouse Coordinator.

Things to Keep in Mind when Designating vour Desired Delivery Date and Time

Partner agencies must submit their order for delivery a full 4 business days before pre-arranged
delivery date and time. Truck availability is limited, and every effort will be made to accommodate
delivery requests, see Appendix, pagel05.

It is important to communicate any changes in email to the Agency Relations/Mobile Pantry
Coordinator and the Warehouse Coordinator so that the most current
email for your agency is on file.

Partner Agency Requirements upon Delivery
e The BVFB driver will off load the product to the curb only at your designated facility. Be
aware that you must have personnel/volunteers at your site to further move the product
where your agency wishes to store/distribute it on-site.
e BVFB staff and/or volunteers will not move the product to your storage area or stock your
shelves.
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Credits

Please inspect your delivery upon receipt and compare to your invoice. You may return any items
on your delivery received in error, or any product unsafe to distribute (such as spoiled produce, or
compromised packaging).

To report errors and correct an order, email completed Credit Slip Form to BVFB Distribution
Manager, see Appendix, page 106.

Other

If you would like to return pallets, banana boxes, and/or watermelon bins to BVFB via at the time
of your next BVFB delivery, please do the following:

e Stack these items in a place accessible by pallet jack.

e Remove all trash items (leftover items, plastic wrap, paper)

If you have any questions or special request, please reach out to the
Warehouse Administrator at 979-779-3663 ext. 101.

Inclement Weather Policy

Closings
In the case of inclement weather, the BVFB will follow the determination of the Bryan Independent

School District (BISD). If the BISD cancels classes, then the BVFB will close. If the BISD determines
that school will have a delayed start, then the BVFB will observe that schedule as well. If we do delay
opening/close, we will contact you to reschedule your appointment on the next business day that
we are open.

Deliveries

Severe weather in your agency’s area may mean a delivery by BVFB is not safe or feasible. BVFB
will make every effort to maintain our delivery schedule, keeping in mind the safety of our staff.
These instances will be handled on a case-by-case basis, in communication with your agency.
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Handling Food Safely

Hand Washing
Proper hygiene and hand washing are the basis of food safety. Agencies are required to post hand
washing signs near all sinks at their site.

Safe Food Handling

Food safety is an important public health issue. The BVFB network exists out of compassion and
a desire to help others, and the last thing BVFB wants is for someone to become sick from the food
they receive. Partner agencies must implement food handling measures to ensure that product
being distributed is safe. Food safety training is required for our partner agencies to ensure our
partners are equipped to store and distribute food safely. Partner agencies may obtain food safety
certification on their own, from online classes, or local health department offerings. BVFB offers
periodic food safety training opportunities for food pantry partners, see Appendix, page 46.

Food Storage
Once food is received from BVFB, it generally must be stored by the partner agency for a period

of time before it is distributed to people in need. The following food storage guidelines highlight

practices partner agencies should follow, but are not meant to be an inclusive list:

e Food must be stored in a clean storage area, free of dirt, bacteria, pests, and other contaminants.

o The storage area for non-perishables should be dry and the temperature should be at a level
that maintains the integrity of the food and product being stored there. Proper ventilation is
important.

e Product must be kept off the floor, at least six inches from the ground by utilizing shelving or
tables.

e The storage area should be orderly and organized in a manner conducive to efficient
distribution and product rotation.

e The rotation of non-perishable products stored in your pantry should take place each time you
restock the pantry with new products or every 30 days, whichever is first. The First-In First-
Out (FIFO) product rotation method is the practice of moving older currently stocked products
to the front of the shelves, while storing newer products behind. Remember the larger your
inventory, the more frequently you should rotate products so that the freshest items are always
being distributed to your clients.

e Baby food and formula must not be distributed after the expiration date. All baby food
and formula products stored that are beyond date of expiration must be discarded and not
distributed to clients.

Household products, like cleaners, should be stored in an area separate from food.
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Refrigeration
To properly store perishable and frozen items, partner agencies must have adequate refrigeration
equipment and utilize thermometers to ensure temperatures remain consistent.
*  Refrigerators must be kept between 34 and 40 degrees.
*  Freezer temperatures must be between -15 and 0 degrees.
* Agencies are required to maintain temperature logs, recorded every 48 hours while there is
BVEFB product in the unit. All refrigerators and freezers are required to have thermometers.

Sanitation

Keeping equipment and work surfaces clean and free of bacteria is critical to food safety. Cleaning
is the removal of food and other types of soil from a surface. Sanitizing reduces the
microorganisms on a surface to a safe level. Remember that cleaning and sanitizing must go hand
in hand! You should clean and sanitize:

e Each time you use a surface

When you are interrupted during a task

When you begin working with another type of food

At least every four hours during continual use of a surface or piece of equipment

[ ]
[
[ ]
e Any spills in food storage areas, whether on shelving, floor, or walls

. -~ ' o
._ . -‘_ ol -

"

'

36



Pest Control

Partner agencies must take reasonable precautions to protect against pest infestation. Pest
prevention and control programs can be maintained by agency staff, volunteers, and/or a contracted
source — whatever is determined as most appropriate by the member agency.

If an agency maintains its own pest control, the agency must keep detailed records on chemicals

used, where they were used, date used, and by whom.

If an agency uses a contracted source for pest control, invoices must be maintained for three years
and 90 days. The Agency must have visually displayed state licensed pesticide application.

Recommendations for Pest Prevention

Keep food storage area clean and free of
debris, ensuring that all stored products
are sealed properly.

Inspect the food storage area every 30
days for signs of pest infestation. BVFB
recommends that you document findings
on the BVFB Pest Control Report located
on the Agency Portal.

Use poison-  free devices in the storage
area.

e Inspect food storage areas to determine the

Recommendations for Ridding a Pest
Infestation

type of pest and the level of treatment
needed to resolve the infestation and take
immediate action to treat the area
accordingly.

Remove food products from the storage
area if there is a possibility of toxic
pesticide exposure during treatment.
Inspect stored products to ensure that no
damage or infestation has occurred once
evidence of pest has been determined.
Discard any damaged products.
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Distributing Food to Those in Need
Appropriate Use of Product from BVFB

The community donates food and household products to BVFB with the expectation that it will be
utilized to assist people in need.  In summary, food obtained from BVFB:

e Must be used to serve the ill, needy, or infants (minor children).
e Must be distributed to individuals in need free of charge, with absolutely no conditions
levied or implied.

Eligibility Requirements

The USDA has set income guidelines that BVFB supports, and agencies must adhere to when
determining client eligibility. These income guidelines are updated yearly in July and are based on
185% of the Federal Poverty Level. Contact the Agency Relations/Mobile Pantry Coordinator for
this year’s current income guidelines.

Partner agencies must utilize some criteria for ensuring that products distributed by the program(s)
will be received by the ill, needy, or children as outlined in Section 170 (e)(3) of the Internal
Revenue Code.

Definitions

Needy — A needy person is a person who lacks the necessities of life, involving physical, mental,
or emotional well-being, as a result of poverty or temporary distress. Examples include
a person who is financially impoverished as a result of low income and lack of financial

resources.

Infant — An infant is a minor child as determined under the laws of the jurisdiction in which the
child resides.

ILL — The definitions for ill are numerous. Some examples of an ill person include but are not
limited to:

A person suffering from a physical injury

A person with an existing disability, whether from birth or a later injury

A person suffering from malnutrition

A person with a disease, sickness, or infection which significantly impairs their physical
health

e A person partially or totally incapable of self-care (including incapacity due to old age)

BVFB leaves certain criteria to the discretion of the partner agency, however all
partner agencies must provide written documentation of their criteria and outline the
procedure that is used to determine whether clients of their food program(s) meet the
criteria. Agency determined criteria are:

e Agency service area

e Frequency of service provided to clients. Pantry service must be

available at least once per month to each client.

*The criteria must be posted in a place where prospective clients have the
ability to view the criteria prior to receiving services.
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How Much Food to Distribute

Determining the quantity of food to be provided to an individual or family is completely up to the
member agency. From time to time, new members ask for help in determining reasonable
quantities.

Foods to Encourage (F2E) is Feeding America’s approach to estimate the nutritional contributions
of food categories in food banks’ inventories. The product categories within F2E are consistently
inclusive of food items that meet the USDA Dietary Guidelines for Americans, such as fruits,
vegetables, proteins, dairy and whole grains. Currently, these foods are classified as Nutritious
foods, and each agencies’ distribution of these nutritious items are reported out to partner agencies
annually in site visit dashboards.

In 2020, Healthy Eating Research (HER) released new nutritional guidance for the charitable
feeding system. BVFB is preparing to categorize our food inventory in P2 by HER guidelines to
offer our partner agencies some guidance on selecting the most nutritious items we have available.

In general:

e On-site feeding programs that serve meals serve one meal per person, with second
helpings available as resources allow.

e Food pantries typically base the amount of food provided on household size and how
frequently clients are allowed to visit the pantry. For example, food pantries that restrict
service to once per month will generally provide more groceries for each household than a
pantry that allows clients to receive service once every two weeks. Likewise, household
size impacts the amount of groceries given, as a family of four will consume more than a
family of two. By tracking both the average number of clients and the amount of specific
foods generally available at the agency, you can determine a specified amount of food each
household receives. Food pantries can use a variety of systems to determine quantity and
variety of food items to distribute to households, accounting for household size, nutritional
content of foods, see Appendix, page 36.
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How to Distribute Food: Client Choice

The concept of “client choice” is focused on creating an atmosphere of dignity for the client. This
includes considering the service hours that are most conducive to your target population, ensuring
the clients are respected by program volunteers and staff, and giving clients the option of choosing
what food supplies are the most needed by their families.

Many food pantries follow the practice of pre-bagging groceries for clients. While this may be
convenient for the agency, it does not take into account the special needs of each client that visits
the pantry. Pre-assembled grocery bags may contain items the client household is unfamiliar with,
allergic to, unable to consume based on dietary restrictions, or able to get from other sources, such
as WIC. In these situations, the food pantry is utilizing resources to obtain and distribute products
that are  neither helpful nor useful to their target population. Since pre-bagged options generally
contain similar items, the model assumes that food needs for every household are virtually the
same, which is almost never true.

BVFB recommends a client choice model to enable agencies to have a greater impact in their
community. Client choice models take a number of different forms but generally focus on allowing
clients to make choices within specific categories of product and with limits based on household
size as to how much product can be selected within each category, see Appendix, page 133.

The client choice model provides a number of benefits to the agency and its volunteers and clients:

e The client experience is enhanced as those seeking assistance feel more as if they are shopping
than receiving a hand-out, and they are able to obtain the products their household wants and
needs.

e The volunteer experience is enhanced as focus shifts from handling/bagging food to a more client
centered interaction in which the volunteer helps
clients choose the items they need and want.

e The impact of the agency’s pantry program is
greater as clients have a positive experience and
are able to choose the right products for their
family, maximizing resources invested by the
agency and making a real difference in the lives
of those it serves. The agency may also be able
to offer more service hours as time that was
spent bagging groceries could now be spent
serving clients.
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e C(lient choice distribution models also allow for more thoughtful and impactful nutrition
education to implement, such as Nudges.
“Nudges” are passive strategies to encourage healthy food choices at Client Choice food
pantries. BVFB’s Nutrition Education team can assist Client Choice food pantries in
implementing Nudges at their food pantry.

Nudges use targeted techniques, such organizing shelving at a food pantry to display
healthier foods at eye level, to encourage people to choose those foods. Some other nudges
that we have implemented are: colorful signage to encourage consumption of produce and
whole grains, cooking demonstrations to guide consumers on how to prepare healthy food,
updating the pantry environment using produce displays and shelving, and re-organizing
pantry layout.

Agencies who are interested in hosting our Nutrition Education services at their location or
would like information on the services provided by the Nutrition Education Team can
contact our Nutrition Education Coordinator at (979) 779-3663 ext. 109.
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Record Keeping Requirements and
Monitoring

Agencies must maintain records relating to the food received from BVFB and how it was
distributed. The following records must be maintained at the program site (point of distribution)
for a period of at least three years and 90 days.

e Household records (Intake forms) — Food Pantries
o Tracking Clients at Each Distribution — Food Pantries & On-Sites
e Financial Invoice and Statements — Food Pantries & On-Sites

More detail on each below:

e Household records (Intake forms): Food Pantries must keep original client intake forms for
every household that visits the pantry. BVFB provides a Texas Department of Agriculture
(TDA) approved intake form (H1555) on the Agency Portal that collects all the appropriate
client information (name, address, number of household members, demographics, income,
etc.). BVFB partner pantries must use this TDA approved BVFB intake form, HI1555, see
Appendix, pages 76, 78 and 80. This intake form and more information regarding its use
can be found in The Texas Emergency Food Assistance Program (TEFAP) Policies and
Procedures Handbook, see Appendix, page 66, as well as in the Agency Portal on BVFB’s
website.

***¥Your agency cannot require clients to provide additional information in order to receive food
assistance.

e Tracking Clients at Each Distribution:

o Food Pantries must maintain an accurate record of households served at TEFAP
distributions, in accordance with 7 CFR 251.10(a)(3). We recommend that partner
agencies obtain signatures from the person receiving TEFAP food for the eligible
household. This can be done through sign in sheets, or another method, but should
include the date of service, and a listing of the households served. These records
can be stored in paper form or electronically.

o On-Site agencies are required to track how many meals and/or snacks were served.
On-site Agencies must maintain an accurate record of households served at TEFAP
distributions, in accordance with 7 CFR 251.10(a)(3). On-site Agency
staff/volunteer can meet this requirement by maintaining a list of eligible applicants
served at each distribution or by having the recipient sign a receipt or list at each
distribution. This can be done through sign in sheets, or another method, but should
include the date of service, and the number of meals and/or snacks served. These
records can be stored in paper form or electronically.

e Financial Invoices and Statements: These documents detail the amount and type of
products received from BVFB and any associated fees incurred. All invoices and
statements can be found in an agency’s account on the Primarius web window. Partner
Agencies should maintain a printed copy on file.

e Any other pertinent correspondence between BVFB and the program.
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Monthly Statistical Reports

Agencies must complete a Partner Agency Monthly report providing BVFB with the information
the agency has collected on intake forms and sign-in sheets, plus a few additional questions.

Data collected from Partner Agency Monthly reports allows BVFB to demonstrate to our
affiliates (Feeding America and Houston Food Bank) aggregate demographic information of who
needed food, demand met by geography and feeding program type, etc.

Monthly statistical reports are to be submitted through your agency’s profile on the Primarius
Web Window. This monthly report should include the total number of households and
individuals served through the agency each month. This report will ask for data on New/Unique
households/individuals (New/Unique = served for the first time that year) as well as data on All
households/individuals served in that month (‘All’ includes all the clients served that month,
which includes the ‘New/Unique’ clients).

These reports are due by the 5th of the month following the service month
(example: February’s monthly report would be due no later than March 5™). The
report provides BVFB with the information the agency has collected on intake
forms, plus a few additional questions.

Please review the Statistics Entering Guide, see Appendix, page 134.
Contact the Agency Relations Coordinator for any other questions or concerns.

NOTE: Monthly reports should be fully completed each month (all blanks filled) and

submitted by the 5th of the month following the service month. Any reports received
' incomplete will not be accepted and will be considered not submitted. Any agency not

submitting monthly reports or submitting reports late will be put on hold and will not
be allowed to order or receive product. Agencies will not be notified or reminded of
monthly report due dates.
Monthly statistics should be entered each month by the 5™ of the month following the
service month. Any statistics entered incomplete will not be accepted and will be
considered not submitted. Any agency that has not submitted stats will be placed on
hold on the 6™ of each month and will not be allowed to order or receive product until
the stats are entered. Agencies will not be notified or reminded of monthly report due
dates.
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BVFB

INVOICES

Partner agencies receive a
paper invoice with each
order, detailing charges
for that pick-up or
delivery. Please check this
invoice for accuracy. This
invoice must be signed by
a partner agency
representative at pick up
or upon delivery.

Agencies are expected to
pay account balances in a
timely fashion. Balances
over 30 days due will be
reviewed with the agency.
Failure to pay overdue
balances could result in
the agency being placed
on probation and/or
termination.

Payments need to be
mailed to:

Brazos Valley Food Bank
P.O.Box 74
Bryan, TX 77806

PARTNER AGENCY FEES
AND CHARGES

STATEMENTS

A monthly statement, which summarizes activity for the
month (i.e., is a culmination of paper order invoices for that
month) is generated for every active program operated by
an agency. Statements can be found on the Agency portal.

Check your statements:

Partner agencies should cross reference all order invoices
with their current statement on the Agency portal to ensure
billing is correct, before paying.

Keep and store invoices and statements:

All agencies must keep BVFB invoices and statements on
file for at least three (3) years and 90 days. BVFB
representatives will ask to see these invoices when site
visits are conducted.

HOW TO PAY A STATEMENT

.|
BVFB Statements can be paid in the following ways:

- Partner Agency issued check (NO personal checks
accepted)

- Money order made payable to the Brazos Valley Food
Bank

- Credit Card payment with Partner Agency credit card
(NO personal credit cards accepted)

- Payments should not be given to drivers during delivery
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Probationary Status

Agencies must comply with the following BVFB requirements to avoid being placed on
probationary status.

These requirements include:

Annual Agreement Renewals
Monthly statistical reporting
Paying off invoice balances
Participate in annual site visits
Maintaining regularly scheduled service hours
Ethical and fair treatment of clients
Keep required paperwork up to date, which includes:
= Food Certification
= Civil Rights Training
= Pest Control
*  Current Client Complaint Procedure
= Temperature Logs
*  Client Intake Forms, Sign In Sheets
= Invoices and Statements
= Board Notes when asked by BVFB

All agencies will be notified in advance in regard to any updates in requirements that may lead to
a consequence of probationary status.

Failure to comply with BVFB requirements may result in probationary status, which means
temporary loss of food bank membership privileges. If placed on probation, your agency will be
alerted via the Primarius Web Window.
These temporary losses of food bank membership privileges may entail:

e Suspension from ordering BVFB product

e Suspension from BVFB delivery/pick-up

e Ineligible for Agency Grants/Funding

Our goal is to work with agencies to avoid probationary status. Should your agency have any
questions regarding BVFB requirements, please reach out to the Agency Relations Coordinator.

*Note: You may also hear probationary status referred to as being put “on-hold”
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Complaint Process

To ensure that our partners are handling all client complaints with integrity and transparency,
BVFB requires all agencies to develop written procedures for client complaints.

This allows clients the ability to make a complaint to the agency directly and know who the correct
point of contact is to do so. Below are the requirements for the written complaint procedures.
e Be shared with Agency volunteers and Board Members/trustees.
e Be displayed in the food distribution area and must include, in writing, names and contact
information for who the complaint should be made to and how the complaint should be
made. BVFB should not be the first point of contact for partner agency client complaints.

BVEFB should be notified of all civil rights complaints. Civil Rights complaints against sites
distributing TEFAP must be shared with TDA, within 3 days of the complaint.

If clients object to the religious character of your organization, your organization must make
reasonable efforts to identify and refer clients to an alternate provider to which they have no
objection. Agencies must use the Emergency Food Assistance Program and the Commodity
Supplemental Food Program Beneficiary Referral Request form, see Appendix, pages 82, 84 and
85.

The BVFB reserves the right to place any Agency on probationary status (which means temporary
loss of food bank membership privileges) if the BVFB receives more than one complaint from
more than one client about the Agency’s services. BVFB will investigate the matter with the
Agency and if the complaint is without merit, probationary status will be lifted. If the complaint
has merit, BVFB will make every attempt to work with the Agency to rectify the situation,
including implementing a corrective action plan. When the corrective action plan has been
completed and BVFB feels confident in the Agency’s ability to prevent future complaints,
probationary status will be lifted.

The posted complaint procedures may be brief but must include all the aforementioned
requirements. Please see the Appendix for a sample written complaint procedure, pages 90 and
91.

46



Site Visits with Food Bank Partner Agencies

Purposes, Frequency and Process

Feeding America’s assurances to its donors that food bank partner agencies are certified and
are visited regularly by food bank staff has contributed to its growth and credibility as a
network. The site visit demonstrates accountability, and accountability is what national
manufacturers and grocers ask for in return for their contributions of food and non-food
essentials.

BVFB’s contractual obligations to the Houston Food Bank, Feeding America, and the USDA
require that a BVFB official conduct at least one annual site visit with each of our partner
agencies. This site visit is not intended to be a substitute for the agency’s internal controls or
supervision.

Process of Site Visit

Each BVFB partner agency will be visited by the Agency Relations/Mobile Pantry
Coordinator a minimum of once every year. Agencies that need to improve program
implementation, record keeping, or storage may be visited more often until conditions are
improved.

BVEFB views site visits as an excellent opportunity to build relationships with our partners. Most
of the contact between agencies and BVFB staff is done via email and telephone; however,
annual site visits allow for important face-to-face communication.

These visits give agencies an opportunity to share their thoughts and give insight into
operations and reflect on how BVFB and the partner can continue an effective and meaningful
relationship. BVFB can address these concerns only if our staff is aware of them.

The site visits also are used to share information on new BVFB programs and other local
agencies.

Site visits give an agency a chance to show the good work it is doing for its clients and in its
community.

The Agency Relations/Mobile Pantry Coordinator will send an e-mail message to inform the
agency contact that a visit needs to be scheduled.

When the BVFB representative sends an e-mail, it will include a date and time she/he will be
in the area. Please do not assume that a site visit has been set up without confirming a time and
date with the Agency Relations/Mobile Pantry Coordinator.

Please note that agencies are generally notified about site visits, but they may be unannounced
as needed. Unannounced visits are usually conducted when an agency is difficult to reach or
there is evidence that there are compliance issues.
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What to Expect During a Site Visit

R

« The BVFB representative will talk to you in detail about your agency

2

« He/she will ask about programs that your agency runs, who it serves, its service area, hours
of operation, the number of people or meals served, the agency’s referral system, how it is
funded, and its food sources (this list is not all inclusive).

< The BVFB representative also will discuss how the BVFB fits into your agency plan.

< The BVFB representative will discuss reports showing growth over the most current 4-year
period, showing nutritional information of food distributed by the agency, a formula of
meals served with the food distributed, clients served information, along with other
information on the most current fiscal year.

e Storage and food preparation areas will be inspected to see if they meet BVFB specifications.

Records such as invoices, intake forms, and pantry distribution forms will be checked.

e The BVFB representative will ask how BVFB services to your agency can be improved. He/she
also will review BVFB programs that might be of interest to your agency.

e The BVFB representative also will ask if any information about your agency has changed, such
as  contacts, hours of operation, phone numbers, mailing addresses, etc.

e The BVFB representative will observe your agency’s food distribution, or meal/snack service.

> See Appendix, pages 108, 120,121 and 123 for forms used during site visits

If the BVFB Representative finds something that needs improvement during the Visit:

e [f a storage or record keeping violation is minor, the BVFB representative will suggest how
the agency can correct the situation.

« The agency will be contacted via email if BVFB determines that there needs to be follow
up. The BVFB staff person will give the agency a window of opportunity to correct the
violation(s). At this point, the agency might be placed on probation.

% A staff person may conduct a follow-up visit to determine if the problem has been
corrected. If the problem has been corrected, the agency’s status will be returned to “active
in good standing”. If not, the agency may be suspended or terminated.

e Major storage, record keeping, or other violations may result in immediate suspension by the
representative with approval of the Programs Manager.

+ The agency will be notified in writing, no later than one week after the site visit, of action
to be taken by the BVFB

< The BVFB Executive Director will be notified when an agency is suspended or terminated.
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County Meetings

In an effort to better serve the Brazos Valley community, BVFB initiates partner meetings at
least once a year. These meetings are intended to promote collaboration between our partners.
We encourage our partners (especially those in the same county) to work together to fight food
insecurity - you know your communities best!

The BVFB Agency Relations/Mobile Pantry Coordinator will facilitate meetings and be
available for any questions or concerns that may arise. Each meeting topic will vary but will
include topics such as: current events, distribution models, compliance updates, etc.

The Agency Relations/Mobile Pantry Coordinator will also reach out to partner agencies ahead
of time to seek input on potential county meeting topics.

Agency meetings are scheduled via email by the Agency Relations/Mobile Pantry Coordinator.

Training Opportunities

BVEFB periodically offers training opportunities for BVFB Partner Agencies on a
variety of topics:

e Agency Conference — past BVFB Agency Conferences have offered workshops on
fundraising, media relations, grant writing, volunteer management, software, nutrition,
burnout, client choice pantry setup, and others.

e Primarius Web Window (P2) — Agency Training on using the Primarius Web Window
(PWW) to place orders, report statistical information and pull invoices and statements, as
needed.

e ServSafe Course — Food Safety for Food Banking — these courses will be offered at least

twice a year. Food safety training is required for each partner agency. We have added this
tailored training opportunity for Food Pantries at no cost to our partners.

BVFB Partner Agencies will be notified of
upcoming training opportunities via email.
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Contacting BVFB

Physical Address Mailing Address
1501 Independence Ave. P.O. Box 74
Bryan, TX 77803 Bryan, TX 77806
Main Telephone Number Fax Telephone Number
(979) 779-3663 (979) 821-2111
Website

www.bvfb.org

BVFB encourages partner agencies to use our site to
view Food Bank inventory,
download forms, and to keep abreast of happenings
at BVFB and agency partners.

Staff Positions with Relevant Responsibilities

Staff Position Telephone Number Responsibilities
Programs Manager (979) 779-3663 x 106 Grievances with BVFB
Distribution Manager (979) 779-3663 x 103 Order Credits, Retail Pick-Up
Agency Relations/Mobile (979) 779-3663 x 110 Agency Questions, Reporting
Pantry Coordinator Requirements, Monitoring Questions
Warehouse Administrator (979) 779-3663 x 101 Orders, Pickups, Deliveries
Finance Manager (979) 779-3663 x 108 Statements and Payments
Assembly Coordinator (979) 779-3663 x 102 Recalled Product Questions
Nutrition Education (979) 779-3663 x 109 Nutrition Information, Recipe Cards,
Coordinator Food Demos, Nudges
Benefits Assistance (979) 779-3663 x 105 Connect Clients to State Benefit
Coordinator Programs (SNAP, CHIP, etc.)
Together We Grow Program (979)779-3663 x 112 Refer clients to Together We Grow
Coordinator program
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BVFB Hours of Operation/Availability

BVFB Office BVFB Warehouse

Monday through Friday Monday through Friday
8:30 am to 4:30 pm 8:30 am to 4:00 pm

BVFB Staff Meetings

BVFB holds quarterly staff meetings each calendar year. Both the warehouse and office will be
closed so BVFB staff can attend the BVFB’s Quarterly Staff Meeting. During the staff meetings,
order deliveries or orders to be picked up are not permitted. All visitors to the BVFB during
Quarterly Staff Meetings are turned away and asked to return after the meeting has ended.

Quarterly staff meeting dates will be communicated to BVFB partner agencies in advance by being
posted on the announcements page of the Primarius Web Window and the ‘home’ screen of each
agency’s online profile.

Holiday Closing Schedule

The BVFB will be closed every year on the following holidays. If the holiday falls on a Saturday,
the holiday will be observed on the preceding Friday. If the holiday falls on a Sunday, the holiday
will be observed on the following Monday. BVFB will notify agencies of any other closings by e-
mail.

New Year’s Day Labor Day
Martin Luther King Day Thanksgiving Day
Good Friday Friday after Thanksgiving
Memorial Day Christmas Eve
Independence Day Christmas Day

Agency Changes

If the previously approved program has changed significantly, but still wishes to receive food from
the BVFB, the agency must:

e Submit an application for the new program to be reviewed by the NAAC, and

e Have the program monitored by the BVFB.
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Inactive Agencies

If an agency has not received food for nine (9) consecutive months, the BVFB will send a letter of
inquiry to the agency via email and US Mail. If the agency wishes to resume food receivership,
and the agency’s program has not changed, the agency must:
e Submit a letter of intent to retain Partner Agency status and resume food receivership to
the BVFB, and
e Have the program monitored by the BVFB.

If the agency does not respond in writing to the BVFB letter of inquiry within ten (10) business
days, the agency’s BVFB Partner Agency status will be terminated, and the agency will no longer
be eligible to receive food from BVFB. The agency may respond, in writing, by either email or
US Mail.

Surveys

Surveys are meant to gather up-to-date information on each partner agency while others help to
determine the quality of service provided by the Food Bank.

Some examples of surveys sent out include:
e Surveys accessing your agency’s needs
o Trainings
o Funding
o Equipment Needs
e Surveys accessing your agency’s volunteer capacity
o Amount of volunteers
o Need for volunteers
o Volunteer trainings
e Surveys accessing your client’s needs
o Products your clients like and do not like
o Other assistances your clients may be looking for
e Other survey topics as needed

Surveys are typically sent out via email to your agency’s coordinator, and typically take 10-15
minutes to complete. Agencies are expected to respond to periodic BVFB surveys in a timely
manner.

Should you have any questions regarding surveys or the nature of the contact in the survey, please
contact the Agency Relations/Mobile Pantry Coordinator at (979) 779-3663 ext. 110
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Useful Food Bank Terms

Term

Agency Account Number

Agency Portal

Assorted (Asst.)

BVFB

Commodities

Eugene Edge Dock

Food Bank

Food Pantry

Invoice

On Site Agency or Program

Primarius, or P2

Primarius Web Window or
“PWW”

Retail Pick-Up

Definition/Meaning

A number assigned to an agency in our inventory database. Each
agency will use their Reference Number, Username, and
Password to login to the Primarius Web Window. The Reference
Number, Username, and Password are all based off of the
Agency’s Account Number. Agencies do not choose their own
Reference Numbers, Usernames, or Passwords.

The section of BVFB’s website intended for the use of BVFB
Partner Agencies. Agencies can find the link to the Primarius
Web Window, documents, updates, and resources on the Agency
Portal.

An array of products packed under the same category. The item
may contain different brand names, sizes, etc.

Brazos Valley Food Bank
Groceries or “food boxes”’; also used to refer to USDA foods

The Edge Dock is BVFB’s agency loading area, located at the
front of our building, through the volunteer parking lot

Charitable organization responsible for soliciting, collecting,
sorting, storing, and distributing large quantities (bulk) of food.
Food Banks distribute food to other charitable organizations,
who, in turn, distribute the food to individuals.

Organization that distributes groceries or food boxes/bags to
individuals in need.

An itemized list of products picked up or delivered to an agency.
The invoice (aka bill or receipt) also lists the costs of the order.
Received when you receive an order (either when picking up or
receiving a delivery). Must be kept on file for 3 years and 90 days.

Programs that serve meals and/or snacks. This excludes pantries.

Primarius/P2 is the inventory software BVFB uses to account for
food in our warehouse for receiving, inventorying, and
distributing to partners.

PWW is the link agencies use to order product and submit stats to
BVEFB — this the agency “window” to P2.

The Retail Pick-Up Program is a partnership with grocers that
allows food banks and affiliated agencies to pick up donations
from local retailers (often perishable items, like bakery items)
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Statement

Shared Maintenance Fee

Statistics (Stats)

Soup Kitchen

The Emergency Food
Assistance Program
(TEFAP)

Texas Department of
Agriculture (TDA)

US Department of
Agriculture (USDA)

Sub-distributing

Summary of account activity — payments, charges, invoices, and
adjustments. Made available, through the online portal, to
agencies once per month. Must be kept on file for 3 years and 90
days.

A handling fee paid to food banks by member agencies in return
for services provided (operations of warehousing, distribution of
donated food and grocery product).

Monthly reports, summarize activity completed by each agency
each month. Each agency must submit the total number of
individuals and households, or meals served (both new
households and total households). Stats are due by the 7™ of the
month following month reported. Must be kept on file for 3 years
and 90 days.

Charitable organization that serves (prepared) meals to
individuals

A federal program that helps supplement the diets of low-income
Americans, including elderly people, by providing them with
emergency food and nutrition assistance at no cost.

A state agency within the state of Texas, which is responsible for
matters pertaining to agriculture, rural community affairs, and
related matters.

The U.S. federal executive department responsible for developing
and executing federal laws related to farming, forestry, and food

The act of distributing food to those other than the intended clients
your agency is serving. Sub-distributing is not allowed, and
partner agencies must contact the Agency Relations Coordinator
if they have received too much BVFB product to distribute at their
regular agency distribution.
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APPENDIX
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ViALLEY

food
Agency Agreement 2021-2022

For good and valuable consideration from the Brazos Valley Food Bank (“BVFB”), the receipt and sufficiency of
which are hereby acknowledged, the undersigned Agency (the “Agency”) agrees as follows:

SECTION I. Agency Criteria

The Agency:

1.

Is a private, non-profit organization that has received a written determination letter from the Internal
Revenue Service (IRS)* that it is:

A. An organization described in Section 501(c)(3) of the IRS Code of 1954;
or
B. Anindisputable church that is considered tax exempt under Section 501(c) (3).

*The Agency will notify BVFB’s Agency Relations/Mobile Pantry Coordinator (ARMPC) in writing, by
email, immediately of any changes in its tax-exempt status.

2.

3.

4.

Serves a population in need (ill, elderly, children, victims of crisis, the indigent, etc.).

Has a program that keeps regularly scheduled hours throughout the week or month or that is part of a
telephone referral system that is accessible to the public.

Has a governing Board of at least five (5) unrelated members who meet at least quarterly.

SECTION Il. Individuals Served

The Agency:

1.

Has criteria describing who it will serve and apply those criteria to all individuals on a non-discriminatory
basis. The rules for acceptance and participation in the Agency’s program are the same for everyone
without regard to race, color, citizenship, religious status, gender, sexual orientation, gender identity or
expression, national origin, ancestry, age, marital status, disability, political affiliation, unfavorable
discharge from the military or status as a protected veteran.

Will not require any individual or household to join, attend meetings of, or pay dues to a specific
organization as a condition for receiving food.

Will not require any individual or household to attend a religious or political meeting, make a statement
of faith, or pledge membership to any religious or political organization in exchange for product received.

Will ensure that eligible clients are not refused food assistance for failure to make a donation, pay
administrative fees or co-pays.

Must visually display a sign(s) onsite at the food pantry, if the Agency is a public food pantry, that list(s)
the following:

Day and hours of food distribution

Most Recent Federal Income guidelines food recipients must meet to receive food

Geographic area served (city, county, zip code, etc.)
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6.

7.

Must display onsite a sign if the Agency serves food on-site that lists the following:
Daily Menu
Health Permit, if applicable. or letter from local Health Department
Occupancy Permit, if applicable
Choking Poster, in dining area
Temperature Guidelines, in kitchen
“All employees must wash hands before returning to work” sign, in bathroom

If the Agency distributes product received from BVFB, the Agency:
e Must have the following visually displayed in the food distribution area, where clients can see and read:
= “...And Justice for All” Sign provided by BVFB
=  All other required signage, as instructed by BVFB

e Cannot require the individual or household to prove identity.

e Cannot require a client to provide a social security card or any other documentation related to citizenship
in order to receive food from the Agency.

e Cannot require a statement from the household of income from other sources.

e Must serve households with countable income that exceeds 185% of the federal poverty level, as well
as households that prove an emergency food need, based on an unexpected, temporary and beyond
the household’s control emergency during the month or during the six consecutive months immediately
prior.

= Unexpected costs of a household crisis, include, but are not limited to necessary medical
treatment of a household member; burial of a household member; the repair or replacement of
the household’s home, home’s contents, or of the household’s vehicle, because of household
disaster (such as fire, flood, hurricanes, tornados, etc.).

SECTION lll. Use of BVFB Product

The Agency:

1.

Understands that products received, acquired, obtained from BVFB always means food and non-
food products will be one or a combination of the following:
Delivered to the agency from the BVFB warehouse
Picked up at the BVFB distribution warehouse from the Agency
Collected from Grocery store Retail Pick-Up Programs
Donated at Food for Families Food Drives satellite drives
Obtained by the Agency because of a partnership initiative by BVFB
And hereinafter referred to as “BVFB PRODUCT”

Guarantees that BVFB PRODUCT will be used only for distribution to those in need that the Agency serves.
The Agency understands that BVFB reserves the right to limit the quantity and type of BVFB PRODUCT
received by any Agency or program.

Ensures that BVFB PRODUCT will not be: sold, bartered, exchanged for monetary donations, fundraising,
volunteer services/appreciation, property, or votes for political interest, used for personal use or community
events, transferred out of BVFB service area, or allowed to re-enter commercial channels.

Agrees that it will comply with the restrictions on the use and transfer of donated property, as described in IRS
Tax Code Section 170(e)(3) and any amendments to the Code (See the Federal Register/Vol. 47, No.
21/Monday, February 1982/Rules and Regulations, pp.4509-4512).

Agrees to adhere to additional stipulations specified by the donor of the product.

Is required to distribute BVFB PRODUCT a minimum of monthly to anyone in need.

Must not restrict food distribution by Agency internal policy.

Is required to distribute BVFB PRODUCT fairly and equitably among those who qualify for product.

Agrees to distribute the oldest BVFB PRODUCT first (First-In, First Out [FIFO]).
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10. Agrees not to give BVFB PRODUCT to another agency or individual for sub-distribution without prior approval
from BVFB. For approval, contact BVFB ARMPC by email.

11. Agrees that BVFB PRODUCT is for those in need for BVFB approved and monitored Agency programs only.

12. Agrees that BVFB PRODUCT received by the Agency will remain at all times subject to the restrictions set
forth in this Agreement.

SECTION IV. Product Storage

The Agency:

1. Ensures the safe and proper handling of BVFB PRODUCT, which conforms to all local, state, and federal
regulations.

2. Must not store or distribute BVFB PRODUCT from any property that also serves as a private residence.
3. Will take all BVFB PRODUCT directly to the storage site that BVFB has approved, and will not store BVFB
PRODUCT at sites not previously inspected and approved by BVFB
a. Any change in the location of the Agency or storage site must be reported to BVFB’s ARMPC
via email in a timely fashion.

4. Willinspect BVFB PRODUCT upon receipt and will not distribute unfit product.

*The Agency has the right to refuse any BVFB PRODUCT that it feels is inferior or undesirable in any way.
The Agency will contact BVFB Warehouse Administrator, via email, to report any unfit BVFB PRODUCT.

5. Will ensure that what was ordered is what was received. To report and correct orders, email completed
Credit Memo/Product Return form to BVFB Warehouse Administrator.

6. Will NOT repackage BVFB PRODUCT

7. Will notify BVFB ARMPC, via email, immediately in case of damage, loss, or theft of BVFB
PRODUCT.

8. Agrees that all pantries, food storage areas, refrigerators and freezers containing BVFB PRODUCT are to be
kept separated and secured from all other Agency programs.

9. Must have adequate, clean, dry storage for all BVFB PRODUCT at any one time.
a. BVFB PRODUCT must be:
i. Stored in a secure room that will prevent entry of bugs and rodents.
ii. Stored on non-porous surfaces (no bare wood, rusty metal, or shelf-liner). Paint wood/metal with
light-colored, oil-based enamel paint.
iii. Stored properly.
1. Kept, whether in bags or boxes, off the floor.
2. Storage on pallets or shelves with enough clearance from the floor and walls to allow for
detection of pests and air circulation and two feet of clearance from the ceiling.
iv. Stored safely.
1. The Agency guarantees that non-food items are stored separately from food. Non-food
items should not be stored above or mingled with food.
2. Do not store near steam or heat.
v. Keptin a clean and orderly area. Refrigerators and freezers should be wiped down as soon as
spills occur.

10. Agrees to keep the temperature of the pantry at a level that maintains the integrity of the BVFB PRODUCT
being stored there. Proper ventilation is important.

11. Guarantees, if receives perishable BVFB PRODUCT (produce, baked goods, frozen items, etc.), that it has

adequate space and transportation to store, transport and deliver it safely.
*Adequate cooler and freezer space onsite is necessary for proper storage.
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12.

13.

14.

15.
16.
17.

Agrees that perishable BVFB PRODUCT must be transported from the BVFB facility back to the Agency, from
the Agency to any approved offsite distribution site or to home delivery using coolers and/or freezer blankets
all year round.

Agrees to store all perishable BVFB PRODUCT at safe temperatures
a. Average safe temperature for refrigerators is 34 to 40 degrees F
b. Average safe temperature for freezers is —15 and —0 degrees F

Agrees to maintain temperature logs, documented every 48 hours. All refrigerators and freezers are
required to have properly working thermometers.

Must have and publicly display its state licensed pesticide service certificate or service contract.
Must have reasonable fire protection measures in place (i.e., fire extinguishers).

If distributes United States Department of Agriculture (USDA)/The Emergency Food Assistance Program

(TEFAP) Commodities acquired from BVFB:

e Agrees to refrigerate all USDA/TEFAP grain products (flour, corn meal, rice, cereal, etc.) from May —
September to deter contamination by pest invasion.

e Agrees to store USDA/TEFAP Commodities in a manner in which they are distinguishable from non-
USDA/TEFAP Commodities in the storage area or unit.

SECTION V. Feeding/Meal Sites

The Agency:

1.

2.

If processes BVFB PRODUCT in some manner (such as serving prepared meals), its kitchens must be:
a. Clean;
b. Inspected by BVFB personnel before initial use;
c. Have adequate refrigerated and frozen storage;
d. Operating in a facility with personnel that meet or exceed the local Health Department regulations.

If processing BVFB PRODUCT onsite must also provide the BVFB with the following documentation, as
required by state or local regulations:

Menus

Food Handler Certificates

Food Manager Certificates

Health Inspector Reports

Occupancy Permits

State license (residential facilities only)

~oooow

SECTION VI. Required Paperwork

1.

The Agency agrees to collect demographic and other information on every individual in the household served
during each food distribution as reasonably requested by the BVFB.

Food pantries distributing USDA/TEFAP Commodities acquired from BVFB must use the Household
Application for USDA Donated Commodities, Form H1555 provided by BVFB (attached), annually to register
its clients.

The Agency:

a. Must provide each client a Participant Agreement, Rights, Obligations, and Fair Hearing Request form,
along with H155, when client registers annually with food pantry.
b. Agrees to always review and certify client-completed USDA Donated Commodities Form H1555.
c. Ensures that individuals who do not meet the income guidelines will not receive USDA/TEFAP
commodities unless the household can demonstrate an emergency need.
*If USDA/TEFAP product is provided to an individual for an emergency related need, this
must be documented on the completed H1555, selecting Emergency Need, and giving detail
on the emergency need.

The Agency agrees to supply copies of client sign-in sheets along with Monthly Statistical Reports, when
requested by BVFB
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The Agency agrees to use the BVFB online system, Primarius Web Window, to:
a. Request BVFB PRODUCT
i. On-line orders must be submitted by midnight, 4 business days prior to desired delivery or pickup
b. Complete and input Monthly Statistical Reports to BVFB no later than the 7 of each month.
i. Failure to comply may result in probationary status, which means temporary loss of food bank
membership privileges
c. Pull monthly Financial Statements to be paid from Primarius Web Window each month

The Agency agrees to supply the following up to date documentation to the BVFB on an annual basis when
requested:
a. IRS 501c3 letter
or
b. Letter on church letterhead, signed by the pastor, stating that the church is listed with the IRS, plus a
letter from the denomination office stating church affiliation or a copy of the regional or local directory
and a copy of the page on which the church name appears

c. Current Board list

d. Minutes from last two Board meetings

e. Service eligibility guidelines for clients receiving food from agency

f.  Description of program, services provided and hours of operation (any major program changes must be
reported in a timely fashion to BVFB ARMPC via email)

g. Civil Rights training affidavit and training log

h. Certification of Food Safety Training

i.  Health inspection report issued through the city, county, or state (if applicable)

j.  Pest control agreement or proof of pest services

k.  Written procedures for client complaints [*see section XI Client Complaints]

SECTION VIl. Administrative Matters Pertaining to TEFAP/USDA Commodities

If Agency acquires TEFAP/USDA Commaodities from BVFB:

1.

The Agency is considered a sub-recipient of these Commodities which are considered a Fiscal Year 2013
Federal Award from the United States Department of Agriculture (USDA) Emergency Food Assistance
Program.

a. The Catalog of Federal Domestic Assistance (CFDA) number for this Federal Award is 10.596. The
CFDA is a directory of the various Federal programs, projects, services, and activities that offer financial
and nonfinancial assistance and benefits the American public.

b. The Grantor Pass-Through Number is 0016101-042K9.

c. BVFB’s Duns & Bradstreet number is 94-625-1089.

The Agency agrees to allow BVFB and BVFB’s auditors access to the records and financial statements they
deem reasonably necessary for BVFB to comply with Circular A-133 (standards for obtaining consistency and
uniformity among Federal agencies for the audit of States, local governments, and non-profit organizations
expending Federal awards)

BVFB requires that the sub-recipient Agency keep paperwork and data on file for three years and 90 days
from the date of receipt of the TEFAP/USDA Commaodities from BVFB.

In the case of loss, theft or damage of USDA product, the Agency must notify BVFB ARMPC immediately (no
more than 3 days after the occurrence). The Agency agrees to comply with BVFB reporting procedures.

If sub-recipient Agency expends $750,000 or more in federal awards during the sub-recipient’s fiscal year, BVFB may
request a review of the Agency’s financial audit to ensure compliance with Circular A-133 for that fiscal year. If the
audit uncovers findings, BVFB may request to issue management decisions on any of the sub-recipient Agency’s audit
findings. In these cases, the sub-recipient Agency agrees to allow BVFB access to information it deems necessary to
ensure that the sub-recipient Agency is taking appropriate and timely action to make needed corrections for compliance.

SECTION VIIl. Monitoring

1.

The Agency shall permit an annual pantry/kitchen and food storage monitoring visit, during a distribution of

USDA Foods (groceries or snack/meal service), from representatives of BVFB, including access to Agency

files, to ensure compliance with TEFAP and BVFB Agency Agreement requirements.

o When possible, all portions (pantry/kitchen, food storage, and distribution inspection) of the annual
monitor will take place in one visit. If that is not possible, two separate monitoring visits will be scheduled
within the same calendar year.
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2. The Agency must submit a copy of its written client intake procedure to BVFB prior to its annual monitoring
visit.

3. If Annual monitoring visit indicates a corrective action plan is necessary, failure to comply with corrective
action plan could result in termination, upon which the Agency loses all rights and privileges of food bank
partnership. Upon termination, the Agency must re-apply for partnership with BVFB.

SECTION IX. Fiscal Responsibilities

The Agency:
1. Agrees to pay shared maintenance fees in a timely fashion (i.e., within 30 days of receipt).
o Delinquent reimbursement of shared maintenance contributions could be grounds for probationary
status, which could mean temporary loss of food bank membership privileges.
2. Guarantees that shared maintenance fees will not be paid with cash or money orders.
3. Guarantees that shared maintenance payment will be in the form of a check issued from the Agency that is

acting as the Fiscal Agent (i.e., the Agency with 501c3 status). A credit card can only be used for payment if
the credit card is issued in the name of the Agency.

SECTION X. Release of Liability

The Agency:

1. Releases both the original donor of product, Feeding America, Houston Food Bank and BVFB from any liability
resulting from the condition of the received BVFB PRODUCT and further agrees to indemnify and hold BVFB,
Houston Food Bank, Feeding America and the original donor free and harmless against all and any liability,
damage, losses, claims, causes of action and suits of law or in action of Agency in connection with its storage
or use of the food received even if caused by the sole or concurrent negligence of BVFB.

2. Affirms that the original donor of product, Feeding America, Houston Food Bank and BVFB offers no express
warranties in relation to the product.

SECTION XI. Client Complaints

Agency agrees to develop written procedures for client complaints.

1. These procedures must be shared with Agency volunteers and Board Members/trustees

2. These procedures must be displayed in the food distribution area and must include in writing the names and
contact information for who the complaint should be made to and how the complaint should be made. BVFB
should not be the first point of contact for client complaints.

3. BVFB ARMPC must be notified via email of all civil rights complaints received by Agency within 72 hours of
receipt. All Civil Rights complaints against sites distributing TEFAP received from BVFB will be shared with
the Texas Department of Agriculture (TDA).

4. |If clients object to the religious character of the Agency, the Agency must make reasonable efforts to identify
and refer clients to an alternate food provider to which they have no objection. Agencies must use the TEFAP
and CSFP Emergency Food Assistance Program Beneficiary Referral Request form to make referrals when
requested.

The BVFB reserves the right to place any Agency on probationary status (which means temporary loss of food bank
membership privileges) if the BVFB receives more than one complaint from more than one client about the Agency’s
services. BVFB will investigate the matter with the Agency and if the complaint is without merit, probationary status
will be lifted. If the complaint has merit, BVFB will make every attempt to work with the Agency to rectify the situation.
When BVFB feels confident in the Agency’s ability to prevent future complaints, probationary status will be lifted.

SECTION XIl. Inactive Status

1.  The Agency understands that failure to order product from BVFB within a nine (9) month period will result in
Inactive Status. Inactive status can lead to termination, upon which the Agency loses all rights and privileges
of food bank partnership. Upon termination, the Agency must re-apply for partnership with BVFB.
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SECTION XIlll. Agreement Termination

1. This Agreement may be terminated by either party upon written notice to the other party with or without
cause at any time.

2. This Agreement is valid for one year from the date of signature or until a new agreement is signed. The
current agreement will remain in effect until the new agreement has been signed or BVFB received written
notification from Agency of termination of partnership.

Agency Name

Signature of legal head of Agency/Pantry or Pastor Date

Signature of BVFB Programs Manager Date

The U.S. Department of Agriculture prohibits discrimination against its customers, employees, and applicants for employment on the bases of race, color,
national origin, age, disability, sex, gender identity, religion, reprisal, and where applicable, political beliefs, marital status, familial or parental status,
sexual orientation, or all or part of an individual’s income is derived from any public assistance program, or protected genetic information in employment
or in any program or activity conducted or funded by the Department. (Not all prohibited bases will apply to all programs and/or employment activities).
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VALLEY

Disaster Relief Memorandum of Understanding

SECTION I. Agreement

This agreement is entered into by and between the Brazos Valley Food Bank (BVFB), and

(hereinafter referred to individually

as the “Agency”). This agreement establishes guidelines for Disaster Relief and is not intended for the
duration beyond emergency conditions. The Agency Agreement signed by the Agency takes precedent

and is still in effect for the duration of emergency conditions.

SECTION Il. Purpose

The purpose of this agreement is to establish a common understanding between both parties in

collaborating to provide emergency food after the occurrence of disaster.

The Brazos Valley Food Bank agrees to:

e Provide training and information on necessary BVFB disaster procedures to the Agency.

e Deliver orders of Disaster Relief Product to an agreed upon distribution point. Product is to be
distributed by the Agency to disaster victims.

e Provide food product to Agency with no shared maintenance fee. The Disaster Relief Product will
be available for distribution to the Agency as soon as possible, and additional product will be

available for ordering from BVFB.

The Agency agrees to:
e Distribute the food product from the distribution point agreed upon by both parties.

e Arrange for delivery of product from BVFB, possibly in multiple truckload quantities.

e Maintain hours of operations that are accepted by BVFB.

e Secure product before and during distribution.
Once the food has been delivered to the Agency, the product will be held for disaster relief
purposes until BVFB releases the product. Once the items have been released your agency will
receive an email from the ARMPC letting you know the items can be put into your inventory and

you may use the food in your daily pantry operations.
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Both Parties Agree to:

e Keep each other informed as to any changes that may affect this agreement (including changes

of points of contact).

e Appoint one individual to serve as a point of contact for purposes of this Agreement.

SECTION lll. Termination & Removal

This Agreement may be terminated by the following conditions:

e By BVFB upon written notice to the Agency with or without cause at any time.

e By the Agency upon providing written notice to BVFB thirty days prior to their removal.

e If an Agency ends its partnership with BVFB (outlined in the Agency Agreement).

SECTION Ill. Term of Agreement

This agreement is valid for one year from the date of the last signature.

Shannon Avila Date
Brazos Valley Food Bank

Signature of legal head of Agency, Name, Title Date

Agency Name

Contact Information:

Name of Primary Contact for Disaster Relief work:

Email Address:

Phone number:

Name of Backup Contact for Disaster Relief work:

Email Address:

Phone number:

Hours and Process of Disaster Operation
(Hours during which you will distribute to disaster victims):

Monday Tuesday Wednesday Thursday Friday Saturday Sunday

Please describe the process for disaster victims to get food from your Super Agency:
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The Emergency Food Assistance Program (TEFAP)
Policies & Procedures:

Agencies that receive TEFAP product must adhere to TEFAP policies, and as a sub-distributor of
TEFAP product, it is the Brazos Valley Food Bank’s (BVFB) responsibility to ensure that our
partner agencies are informed of, and following, TEFAP policies.

Each year, BVFB gathers renewal paperwork from our Partner Agencies (your organization) and
conducts a site visit to your organization. During this site visit, we review client records, inspect
your storage space, and review agency documentation. TEFAP policies and procedures dictate

some of the documents we collect annually, and some of the things we inspect during your visits.

In June 2017, BVFB was audited by the Texas Department of Agriculture (TDA). During this
audit some updated TEFAP policies and procedures were brought to our attention, and TDA
requested that we clarify updated TEFAP policies and procedures with our partner agencies.
With the exception of the Loss and Disposal policy, BVFB has informed all partner agencies of

these TDA policies and procedures previously. This packet seeks to clarify those policies and
procedures in one consolidated place, in an effort to make them easier to keep up with.

TDA Approved Intake Forms

To ensure that intake forms used by pantry agencies distributing TEFAP product comply with
TEFAP policies and regulations, intake forms must now be approved by the TDA before use.

BVFB’s H1555 intake form has been approved by the TDA, which is why pantries must use the
H1555 form provided by BVFB. The approved intake form is attached.

(see TEFAP Handbook, Sct. 4000 — Managing the Program, “Household Applications”)

Civil Rights Training

TEFAP policies require that staff and volunteers who interact with clients receiving TEFAP
product receive Civil Rights training each year.

To access the TEFAP Policy and Handbook, please visit the link below:
http://www.squaremeals.org/Portals/8/FND%20Forms/Program%?20Handbooks/TEF AP%20Complete%2
OHandbook V800 171116.pdf
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To demonstrate that your agency’s staff and volunteers have been provided with Civil Rights
training each year, BVFB Partner Agencies must sign and send in the Civil Rights Affidavit and
Civil Rights training log (attached). This training log must include:

e the name of your organization,

e the names of all staff/volunteers who have received Civil Rights training

e the date each staff/volunteer received Civil Rights training

e the date each staff/volunteer must renew their Civil Rights training

e the manner in which the training was received (video, manual, presentation, etc.).
This log must be submitted to BVFB annually with the rest of the annual renewal packet, to
demonstrate that training has been provided for the most recent year.

If your agency chooses to conduct a mass Civil Rights training, keep a sign-in sheet to document
who attended the meeting. Then, use the sign-in sheet to update the training log. This log should
be updated accordingly as new staff/volunteers rotate through your agency.

At any time during the year, BVFB may ask to view your agency’s Civil Rights training log to
ensure that new staff/volunteers are receiving the appropriate Civil Rights training.

(see TEFAP Handbook, Sct. 6000, Civil Rights, “Training”)

Client Complaints

TDA requires that sites distributing TEFAP product have documented procedures for handling
client complaints, and that site staff and volunteers are familiar with complaint procedures.

For this reason, BVFB requires all partner agencies to have an internal written procedure for
client complaints. These procedures must be shared with Agency volunteers and Board
Members/trustees.

These procedures must be displayed in the food distribution area and must include in writing
names and contact information for who the complaint should be made to and how the complaint
should be made. BVFB should not be the first point of contact for client complaints.

(see TEFAP Handbook, Sct. 6000, Civil Rights, “Complaints”)

As a result of our most recent visit from TDA, we learned that BVFB must share all civil rights
complaints with TDA. *BVFB should be notified of all civil rights complaints within 3
business days of the initial complaint.

To access the TEFAP Policy and Handbook, please visit the link below:
http://www.squaremeals.org/Portals/8/FND%20Forms/Program%20Handbooks/TEF AP%20Complete%2
OHandbook V800 171116.pdft
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TEFAP Participant Rights & Responsibilities

TDA developed the TEFAP Participant Rights & Responsibilities form to ensure that clients are
informed of their rights and responsibilities if they receive TEFAP product.

The TEFAP Participant Rights & Responsibilities form (attached) must be posted in your food
distribution area for clients to view. Both the English and Spanish versions must be posted.
Clients must be given a copy of the TEFAP Participant Rights & Responsibilities form, if
requested.

Your agency must be familiar with this form and understand the rights and responsibilities of the
client and the rights and responsibilities of the distribution agency.

(see TEFAP Handbook, Sct. 4000, Managing the Program, “Participant Rights and Responsibilities )

The Emergency Food Assistance Program Written Notice of Beneficiary
Rights

TDA developed the TEFAP Written Notice of Beneficiary Rights form to ensure that clients have
equal access to food assistance, that they may not be discriminated against based of religious
belief, and that they may object to the religious nature of a distribution site and be referred
elsewhere. Your agency must be familiar with this form and understand the rights of the client
and distribution site.

The TEFAP Written Notice of Beneficiary Rights form (attached) must be displayed in all faith-
based agencies. You must fill out this form with your agency’s information and display it in the
distribution area where it is visible to clients. Please see the example below:

Name of Organization (Your Agency Name Here)
Name of TEFAP Staff Contact (Your Agency Coordinator Name Here)
Phone Number (Your Agency Phone Number Here)
Email Address (Your Agency Email Address Here)

Should a client ask to be referred to another distribution agency, your agency must use the
Emergency Food Assistance Program and the Commodity Supplemental Food Program
Beneficiary Referral Request from (attached). *Your agency must notify BVFB within 3
business days if such a referral is requested.

(see TEFAP Handbook, Sct. 4000, Managing the Program, “Participant Rights and Responsibilities )

To access the TEFAP Policy and Handbook, please visit the link below:
http://www.squaremeals.org/Portals/8/FND%20Forms/Program%20Handbooks/TEF AP%20Complete%2
OHandbook V800 171116.pdf

67



Reporting Loss of USDA Foods

TDA has clarified the procedure for reporting loss and/or disposal of USDA product.

Any loss, theft or damage of USDA product must be reported to BVFB within 3 business
days of the occurrence. Your agency must cooperate with BVFB and provide documentation to
explain/support claims of loss. An official report must be made to TDA by BVFB within 30
days of the initial occurrence, including Form H1638, Report of Loss of USDA Foods (attached).

e In the event of theft of USDA product, please notify BVFB’s Agency Relations/Mobile
Pantry Coordinator by email.
1. Your pantry must file an official police report.
2. BVFB will obtain this police report and forward it on to TDA when reporting the
loss.

e [fUSDA products become damaged, spoiled, or infested, and cannot be salvaged while in
your organization’s possession, please notify BVFB’s Agency Relations/Mobile Pantry
Coordinator by email. The disposal of damaged USDA products must comply with state and
local health rules. The following steps must be followed if USDA products are damaged and
cannot be salvaged:

1. Obtain from a federal, state, or local health official a written statement that the
USDA Foods are unfit for human consumption

2. Obliterate carton labels

3. Destroy food and ensure that it is inedible

4. Transport unsalvageable, out-of-condition USDA Foods to a landfill for proper
disposal

(see TEFAP Handbook, Sct. 4000, Managing the Program, “Food Losses”)

TEFAP Agreement Between Contracting Entity and Site

TDA requires all organizations distributing TEFAP to have a signed agreement with the
Contracting Entity (CE) outlining roles and responsibilities of each organization.

Houston Food Bank (HFB) contracts directly with TDA, making HFB the CE for this area. Asa
PDO of the Houston Food Bank, BVFB subcontracts with HFB to distribute TEFAP to partners,
and BVFB is responsible to inform partners on TEFAP policies and procedures, as well as
monitor agency compliance with TEFAP policies and procedures.

All BVFB partner agencies are required to sign an agreement between the contracting entity
(Houston Food Bank) and site (your agency) upon becoming a BVFB Partner Agency. This
agreement has already been signed by your agency and stays in effect during the duration of your
partnership with BVFB, see Appendix, page 86.

(see TEFAP Handbook, Sct. 1000, Introduction)

To access the TEFAP Policy and Handbook, please visit the link below:
http://www.squaremeals.org/Portals/8/FND%20Forms/Program%?20Handbooks/TEF AP%20Complete%2
OHandbook V800 171116.pdf
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Managing Program Fraud Misuse & Negligence of
USDA Food

1 Allegations of or suspicion of fraud or misuse of USDA foods on the part of CE, PDO,
sub-distributing agencies, sites or participants will be investigated to determine the

following:
a. validity,
b. amount of USDA foods involved,
c. location of incident,
d. suspected parties.
e. Records will be maintained for a minimum of 3 years after the end of the

program year to which they pertain.

2 Any misuse of USDA foods may cause the PDO, sub-distributing agencies, sites, or
participants to be disqualified from program participation and that reinstatement would
be at HFB and/or TDA discretion.

3 Embezzlement, misuse, theft, or obtainment by fraud of USDA foods, or as applicable,
USDA commodity-related funds, assets, or property, shall cause the applicant to be
subject to federal or state criminal prosecution.

4 CE and its sub-agencies (BVFB), if any, have and preserve the right to assert claims against
other persons, agencies, and organizations to whom USDA foods are delivered for care,
handling, or distribution; and furthermore, may take action to obtain restitution for claims
of improper distribution, use, loss, or damage of USDA foods.

5 Indications of fraud, embezzlement, abuse, or misuse of TEFAP product or funds will have
the following actions:

a. Notify BVFB (who will notify CE and/or TDA) within 24 hours of becoming
aware.
b. Complete and submit to BVFB Agency Relations Coordinator the Loss of USDA
Foods (Form H1638) and any other supporting documentation within 30 days of
a loss.
i. The documentation should explain how and why the loss
occurred.
ii. Based on the report, TDA may determine whether to refer the
incident either to USDA Southwest Regional Office or to the
USDA office of Inspector General for investigation.
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Texas Department of Form H1638
Agriculture April 2010

Report of Loss of USDA Foods

Organization Name Authorized Representative Telephone No.

Address (Street or P.O. Box, City, State, ZIP)

Give the following information for each type of donated foods lost or destroyed (use additional forms if necessary):

1. Type of Food Donated Pack Size Commodity Code | Date Received Pack Date (on Contract No. (on Number Units
case/bag) case/bag) Lost
Date Lost Place Lost Inventory on Hand After Loss | Who had possession of food at time of
loss?
Where was the food stored? (e.g., school freezer) How was food stored? (on pallets, shelves, etc.)

Explain any financial recovery you expect to receive (insurance, salvage, etc.):

Explain what happened:

2. Type of Food Donated Pack Size Commodity Code | Date Received | Pack Date (on Contract No. (on Number Units
case/bag) case/bag) Lost
Date Lost Place Lost Inventory on Hand After Loss | Who had possession of food at time of
loss?
Where was the food stored? (e.g., school freezer) How was food stored? (on pallets, shelves, etc.)

Explain any financial recovery you expect to receive (insurance, salvage, etc.):

Explain what happened:

Submit applicable evidence and documentation relating to the loss, such as:

1. Condemnation Certificate by health official. 5. Fire Department Report—if loss was due to fire.
2. Destruction Certificate (must include when, where, and how 6. Extermination Records—if loss was due to infestation.
the USDA Foods were destroyed, and by whom). 7. Refrigeration Repair Information—if loss was due to refrigeration
3. Temperature Logs—if donated food was stored in the failure.
freezer or cooler.
4. Police Report—if theft or vandalism was involved. Also

report precautions taken to prevent theft or vandalism. Signature Date
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R/ Os VALLEY
food
Civil Rights Training Affidavit

Date

Agency Name

Agency Address

Director

Coordinator

| verify that all staff and volunteers associated with food distribution/meals
distribution have read and completed the Civil Rights for Special Nutrition
programs self-study guide or another approved civil rights training. In addition,
Civil Rights posters are visible to clients.

Signature of Pantry Director or Coordinator: Date:

If you need access to Civil Rights training materials,
including videos and
printable Civil Rights self-study guides, please visit:
http://squaremeals.org/FandNResources/Training/CivilRights.asp

Brazos Valley Food Bank
PO Box 74 * Bryan, TX 77806
979-779-3663 * 979-821-2111 (Fax)
www.bvfb.org
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Civil Rights Training Log

Agency Name:

Civil Rights Training Log

Please list type of training

Name of Attendee

Date of Training Expiration Date

(Video, Manual,PowerPoint)
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Participant Application Process

The purpose of this process is intended to provide Partner Agencies with guidance on proper
administration process. It is important that all agency staff responsible for conducting the intake
be trained on this process. You are encouraged to reference the TEFAP Handbook for additional

guidance at: www.Squaremeals.org

Any person or household has the right to apply for, and, if eligible, to receive USDA Foods for
home consumption without regard to race, color, national origin, sex, age, or disability. ONLY
TDA may establish eligibility criteria for TEFAP foods. Partner Agencies must not impose their
own eligibility criteria. Partner Agencies may ask but must not require any applicant or

participant to provide proof of residency or identification.

> Determine participant eligibility by using the Brazos Valley Food Bank Client Assistance
Intake Form — TDA Form H1555. This form certifies participants with federally allowed

information. See appendix for form.

> Advise participant of their rights and obligations
o Use the TDA Participant Rights and Responsibilities form — Appendix Part N
o Partners are not required to give applicants a copy of the form but must make it available
in the application process and recertification process. You may read the form to the

applicant, or they can read the form themselves

> Written Notice of Beneficiary Rights
o Sites located at religious organizations must display the TEFAP Written Notice of
Beneficiary Rights (Appendix Part J) near the “And Justice for All” poster to inform
participants of the following:
= The site must not discriminate against participants based on religion or religious
belief; a refusal to hold a religious belief; or a refusal to attend or participate in a

religious practice.
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= The site must not require participants to attend or participate in any explicitly
religious activities. Participation in these activities must be purely voluntary.

= The site must separate, in time or in location, any privately funded, explicitly
religious activities from activities supported with USDA direct assistance.

o Ifa participant objects to the religious character of the site, the site must make reasonable
efforts to make a referral to an alternate provider to which the participant has no
objection, with the understanding that the site cannot guarantee that an alternate provider
will be available in every instance.

* Provide participant with a copy of TEFAP Written Notice of Beneficiary Rights

= Attempt to provide participant with an alternative provider utilizing BVFB’s Pantry
List located on our website www.bvtb.org or by calling BVFB at 979-779-3663

= Document referral efforts using the TEFAP Beneficiary Referral Request Form

* Maintain completed request forms for a minimum of 3 years and 90 days
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Instructions on Completing the H1555

FRONT OF FORM:
e Enter the date the intake is being turned in/received to pantry agency, and whether
applicant is homeless

e Enter their name, their address and phone number (if practicable)

o Enter number of persons in their household, and number of household members in

each age range
o Check if the person completing the form is head of household
o Check race/ethnicity of household members
o Enter types of assistance received by household members

o Enter total income for all household members

o Check if emergency situation applies, and describe the emergency situation

e Applicant will sign and date the form. By signing, the applicant is certifying that the

household’s income is either at or below the limit listed on the form or is participating in

another program listed on the form. The applicant is also certifying residency in the State

as of the date of application

BACK OF FORM:

e Check whether applicant is eligible or not based on their income level or emergency

situation if they are over the income guidelines

e Ifthey are eligible — check the boxes that match the “type of assistance” section on the

front of the form which would include “Low income” and whether they receive any type

of assistance

e Enter the Certification Period — this would be one year from the date of the intake

o Example — Intake date is 6/3/2020 — the dates would be “Start date 6/3/2020

“End date 6/3/2021”

o In an emergency situation, the certification period would be a 6-month period and

would need to be reassessed at the 6-month mark.

e Enter the initials of the agency staff/volunteer checking and completing the form and

enter the “end date” as the Revisit this form on: 6/3/2021 (from example above)
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Agency representative NOTES:

e Review the State’s income guidelines to determine if the client qualifies based on their
household income or, if they participate in one of the means-tested programs listed for

categorical eligibility, check the box next to that program

e Review the USDA nondiscrimination statement (a copy of this statement should be made

available to applicants upon request)

e The BVFB Partner Agency could meet its responsibility for determining income
eligibility by having each applicant complete the form and retaining the completed forms.

Note, the USDA nondiscrimination statement must be included on the form

e The use of electronic record keeping, including the collection of signatures, in TEFAP is
permitted, provided that the same degree of confidence regarding the accuracy of eligibility
determinations results from the electronic system as from the traditional, paper-based
system. States and eligible agencies (BVFB Partner Agencies) must meet program
requirements under 7 CFR part 251, such as record keeping, maintaining participants’
privacy, etc., regardless of the type of system used. Additionally, records must be made
available to Federal and State agencies conducting reviews required by Federal regulations.
Partner Agencies should also consider whether the proposed system is permissible under

State information technology and records management policies
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H1555 — TDA Approved Intake Form - English

Brazos Valley Food Bank

Client Assistance Intake Form

Please answer all questions so that we may serve you better. This information will not be shared with any other outside agency or entity
others than the Brazos Valley Food Bank for reporting purposes.

CLIENT DOCUMENTATION (client may fill this out) Date of Intake:
**Are you homeless? [] Yes [ No If no, please complete address portion of form.

Household Information:
YOUR NAME

ADDRESS

CITY / STATE/
ZIP/ COUNTY
PHONE

How many people live in your house (including yourself): Are you head of the household? (circle one) YES NO

**How many people live in your house in the following age (including yourself): (please write the number in the
box) *note: The total numbers in these boxes should add up to the same number as the question “how many people live in your
house” listed above

| Infant-5 I 6-12 | 1317 ‘ 18-40 I 41-64 |0veres ’

**Are you? (check box that applies)

African Asian White Hispanic Native American Other
American
Does your family receive any type of assistance? (Check each box that applies)
Temporary Assistance To Needy Families (TANF / AFDC) SNAP (Food Stamps)
Ssli Medicaid
CHIP wic
The Total Gross Income (the amount before deductions) of all household members is:
GROSS $ Per Year Per Month Per Week
INCOME
Was there an emergency situation that caused you to need food? .“.
If yes, please state
situation
Client Signature Date

(client must be present for initial interview and food assistance)

I certify that | am a member of the household listed above and that on behalf of this household | have applled for USDA Products. | certify that
all lnfonnallon regardlng my household is true to the best of my k . | also ig the ft¢ as an authorized
repr ve of my h hold and certify that their information is correct to lhe best of my knowledge. Aulhonzed representative is able to
pick up product for client until re-certification is necessary...

Name of Authorized Representative:(not name of family Authorized Representatives Address:
member only person to act on their behalf)

**This information will not inhibit you from receiving USDA product**

Brazos Valley Food Bank Page 1
Revised August 28, 2019
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-DO NOT WRITE BELOW THIS LINE. AGENCY OFFICIATLS ONLY-

AGENCY DOCUMENTATION

0 Household iz INELIGIELE: (clients denied USDA products should be referred to the BVFE for review)

| Income level ower 185% listed on Annual Income Guidelnes

[ 1= not an emergency situstion and does not meet any ather critaris

El Other:

[ Household iz ELIGIBLE based on:
Low Income (Emter certification period below; sign and date the form at the bottom)

[ Emergency Food Need (Describe emergency need in “Comments” section; entar “Certification Period;” sign and date
the form, clients in this categary may be served no more than  months unbess anather emergency can be

documented.)

Rece=ipt of TANFIAFDC (Enter the “Certification Period;” sign and date theform.)

Receipt of Food Stamps (Enter "Cerification Period;” sign and date the form.)

Receipt of 55l {Enter the “Certification Period;” sign and dater the form.)

ooo d

Receipt of Medicaid [Enter the "Certification Pencd:” sign and date the form.”

Cenrtification Period: Start Date: End Date:
Comments:
Agency Staff Initials: Revisit this form on:

“Nondlacrimination Statament:

Iz aecordance with Federal civil rghts lew and U5 Deparment of Agriculsure (LSDA) civil dghts regulatioss and policies, the USDA, its Agencies, offices, asd
employess, and isstitations participating i= or admdnistering LS DA progranss ase probdbited froen discrimizating based oo mce, color, national ongin. sex, disability.
age, or reprisal or retaliation for prior civil nghts sctivity in any program or activity conducted or funded by USDA. Persons with disahilities who requine shiemative
mens af conuesication for progras infommation |e.g. Braille, large print. sudictape, Amencan Sign Langaage, <e.), should contact the Apesey (St o loe
they applied fior henefits. [ndividuals wh are deaf, hard of bearing or have speech disabillities way contset USDA through the Federal Relay Service at 300 §
£330 additkonally, program infonsation may be made avadlable in languages otser than English. To file a program complaint of discrimisation, complete the USDA
Program Discrisnination Complaint Foom, (AD-202T) found caline at: hitpewww aserusda.gov/complaint Ming custhtml, and & asy USDA office, or write o leter

addressed 1o USIk mnd provide in the letter all of the mfomaton requested inte form. To regoest a copy of the complaim fom, call {S66) 65225552 Submit your
cotpplezed form or letter in LISTRA by

1 el (LS. Depastisent of Agriculture Office of the Assistant Seeretary fee Civil Rights 1400 Independence Avenue, SW
(2] Bz (202 690-7442; or
{3} email: program.intake f@esda gos

fusre

Uhis institution is an equal apporunity providesn.

ka

Brazos Valley Food Bank
R a1

Revized Fugust

B
1]

=]
L]
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H1555 Form — TDA Approved Intake Form -
Spanish

Brazos Valley Food Bank
Solicitud de Productos Basicos Donados por el USDA

Solicitud - debe llenarla un miembro de la unidad familiar

DOCUMENTACION DEL CLIENT Fecha:
*#* ; Estas sin hogar?? [18i O No  Sino, complete la parte de la direccién del formulario.

Informacién Del Hogar:
Nombre

Direccion

Ciudad
Estado
Caodigo Postal
Teléfono

Cuantas personas viven en su casa (incluyéndose a usted): (Eres el cabeza de la casa? (un circulo) Si No

** Cuantas personas viven en su casa en la siguiente edad (incluido usted):

0-5 6-12 1317 18-40 41-64 Over 65
**Eres usted?
Afroamericano Asiatico Blanco Hispano Nativo Otro
Americano

Marca toda assistencia que su hogar recibe:
Asistencia Temporal a Familias Necesitadas (TANF / AFDC)

Programa de ayuda suplemental de la nutricion (SNAP)
Programa de Seguridad de Ingreso Suplementario (SSI) Medicaid
CHIP WIC

Ingresos totales * (la cantidad antes de las deducciones) de todos los miembros de la unidad familiar son:
Ingresos $ Por Aiio Por Mes Por Semana
Brutos

.Hubo una situacion de emergencia que hizo que necesitaras comida?
&

Si es asi, por favor
indique la
situacion

Fecha

Firma del miembro de la unidad familiar

Al firmar, certifico que: (1) soy mlembro de la unidad familiar que vive en la direccién que se da en la Seccion Il, y que solicito en nombre de la
unidad familiar los prod dos por el Departamento de Agricultura de Estados Unidos (USDA) y distribuidos por el Programa de
Texas de Asi ia con Prod Basicos, (2) toda la informacion que le he dado al departamento que determmara si mi umdad familiar llena los
requisitos del programa, es, a mi leal sabery entender, verdadera y correcta y (3) si es pertii , la infor pr por el “repr
autorizado” de la unidad familiar (como se asigna abajo o como se autoriza en otra hoja) tambien es verdadera y correcta a mi leal saber y entender.

Opcional - Persona autorizada para actuar en nombre de la unidad familiar:
Nombre del representante autorizado Direccion del representante autorizado

** Esta informacion no lo inhibira de recibir el producto USDA **

Brazos Valley Food Bank Page 1
Revised August 28, 2019
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-DO NOT WRITE BELOW THIS LINE. AGENCY OFFICIALS ONLY-

AGENCY DOCUMENTATION

O Household iz INELIGIELE: iclients denied USDA productz should be referred to the BVFE for review)

| Income level ower 185% listed on Annual Income Guideines

[ 1= not an emergency situation and does not mest any other criteris

O Other:

[ Household iz ELIGIBLE based on:
Low Income (Enter certificstion period helow: sign and date the form at the bottom)

[ Emergency Food NMeed (Describe emergency nead in “Comments” section; enter “Certification Period;” sign and date
the form, clients in this cstegory may be s=rved no more than § maonths unbess anather emergency can be

documented.)

Rece=ipt of TANFIAFDC (Enter the “Certification Period;” sign and date theform.)

Receipt of Food Stamps (Enter “Cerification Period;” sign and date the form.)

Receipt of 551 (Enter the “Certification Period:” sign and dater the form.)

ooo d

Receipt of Medicaid (Enter the "Certification Period;” sign and date the form.”

Certification Period: Start Date: End Date:
Comments:
Agency Staff Initials: Revisit this form on:

*Nondlacrimination Statamant:
|m accordance with Federal civil rights law and U5 Depanment of Agriculiune (USDA) civil dghts regulatices and policies, the USDA, its Agencies, offices, asd

employess, and isstitations participating iz or admdnistering LS progranss aze probibited froen discrimizating based oo moce, color, national onigin. sex, disability.
age, or reprisal of retaliation for pries civil ights sctivity in any program or activity eonducsed o funded by USDA, Persons with disabilities who require shersative
means of pomveication for program informastion {eg Bradle, lasge print, sudictape, Amencon Sign Langaage, te. ), should contact the A gen
they applied for henefits. Isdividuals whe are deal, hard of beaning or have speech disabilities may contoc: USDA through the Federal Relay Service at (800 8
4 Audditiomally, progrn infommation may be made available in languages ctser than English. To fle 2 program complaint of discrimization, comnplete the L2
Program Discriznination Complaint Foom, (AD-200T) found coline at: hipotwww ascrasda . govieomplaing filing costhizal, and st asy US04

addeessed 10 LUSTA and provide in the letter all of the infonation requestad in the form. To requeest o copy of thi complaint fonn, call {S68) 63
coieileted form or leiter 1o LISIRA by

1 mmil: LS. Deparinsent of Agricubiure Office of the Assistant Secretary for Civil Rights 1400 Independence Avenue, SW
27 s {200 6907442 ar
{3} email: program.inzakei@wsda gen

Mice, or write o leter
10667 Submit your

['hiis institusion is an equsl opportinity provider.

Brazos Valley Food Bank Page 2

Pagust 23, 2019
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TEFAP Participant Rights and Responsibilities Form

— English and Spanish

Texas Depariment of Revised March 2018

The Emergency Food Assistance Program (TEFAP)
Participant Rights and Responsibilities

1. 'will nct be denied USDA Foods if | am determined ehgible.
2. | certify that the infomation | have provided for eligibility determination is comect to the best of my knowiedge.
3. | agree to report changes in housshold circumstances, including, but not Emited to, income and housshold size.

4. | may appeal any decision made by the focd bank or distribution site. | can inform the distribution site or food bank that |
want to appeal.

5. | understand that if | choose a proxy to pick up my food, that person must be listed as a proxy either 1) on my Howsshold
Application for USDA Foods or 2} on @ note with my signature.

6. bunderstand that the food provided by this program is intended for the members of the eligible housshaold.

7. lunderstand that | must not salf or exchange USDA Foods.

&. | consent to the release of information to TEFAP staff, which includes officials of United Siates Department of Agnculturs,

Texas Depariment of Agricuffure, and the food bank.
2. Program staff hawve advised me of my rights and responsibilities under this progran.
10. | understand that | may request a written copy of TEFAP Writien MNotice of Beneficiary Rights.

11. | understand that the standards for participation in this program are the same for everyone regardiess of race, color,
national origin, age, sex. or disability.

12. | hawve read this form, or the form has been read to me.

13. The distribuficn site maintains the right fo ensure ordery distribution.

In accordance with Federal civil rights law and L5, Department of Agriculture {USOA) chl nghts regulations and poficies, the USDA, =
Agencies, offices. and employees, and institutions parficipating m or administering USDA programs are prehibited from discriminating
based on race, color, natonal onigin, sex, disability, age, or reprisal or retaliatson for prior o rights actvity in any program o actity
conducted or funded by USDA.

Persons with disabfities who require altematve means of communication for program information (e.g. Bralle, lamge prnt, audictape,
American Sign Languape, ete.}. should contact the Agency {State or local) where they applied for benefits. Individuals who are deaf, hard
of hearing or have speech disahiities may contack LISDW through the Federal Relay Service at (300) 877-8330. Addtionally, program
information may be made available in languages other than English.

Ta file a program complaint of discrimination, complete the USTA Program Diserminstion Complaint Form, {AD-3027} found onine at
hitp- e asor veda govicompiant_filing cust biml. and at any USDA office, o write a leftter addmessed to LSO and provide in the letter
all of the information requested in the form. To request a copy of the complaant form, cal (B83) 632-0992. Subrmit your completed form or
letter to USDA by

{11 mail- U.S. Department of Agricutture {2} fax [202) GBD-T442; or [3) email: program intake@usda.gov
Office of the Assistant Secretary for Chel Rights
1400 Independence Avenue, W
Washington, D.C. 202500410

This mstitution s an equal ooporfunity provider.
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Departameanto de Agrcuiua oo Revisada marzo 2018
Texas
El Programa de Asistencia Alimentasia de Emergencia (TEFAP, por sus siglas en inglés)
Derechos y responsabilidades de los parficipantes
1. 5 soy determinads elegible, ne podran negame viveres dal Departamento de Agricultura de hos Estados Unidos (USDA)L

2. Certfico gue la informacion que he proporcionado para la determinacion de la elegiibidad es comecia hasta que lo que yo
CONDZCO.

3. Estoy de acuerdo en informar los cambios en las circunsiancias del hogar, incluysndo, pero no imitado a, el ingreso y el
tamafio del hogar.

4. o tengo el derecho de apelar cualguier decision hecha por el banco de wiveres o centro de distribucion. Debe de infomar
mi decision de apslar 3l banco de viveres o cenfro de distnbucicn.

5. Yo entiendo que si elixo un apoderado para recoger mis viverss, mi deber es informar e nombre de esta persona por
esorto en mi solicitud or 2n wna nota con mi firma.

8. Yo comprenda que los viveres provistos por el programa estan destinado a los miembros del hogar determinado slegible.
7. Yo entiendo que mo debo vender ni intercambiar viveres del US04,

Yo presto mi consentimienio para gue se divulgue informacion al personal del Programa TEFAP, que incluye funcionarios
del Departamento de Agncultura de los Estados Unidos, del Departamento de Agnicultura de Texas y del banco de viveres.

8. El personal del programa me ha asesorado sobre mis derechos y responsabilidades bajo este programa.
10 Yo entiendo que puedo solicitar por escrito una copia de los derechos de beneficianos schre TEFAP.

11. ¥o enfiendo que las reglas de participacion es este programa son las mismas para todos sin importar la raza, color, origen
ethnico, edad, sexo or discapacidad.

12. Yo he leido esta forma, © me han leido esta forma.
13. El sitio de distibucion manfiens el derecho de garantizar una ordenada distribucion.

Dea:mfm'rru:lad-::n.nlaLeyFEdﬂddEDeredmsﬂmleayimmg]mmypdhmsdedemdmmhsdﬂhpmdehmm&mde
los EE. UL. (USDA, por sus siglas en ingiés), se prohibe que ol USDA, sus agencias, oficinas, empleados e instituciones que participan o
administran programas del LISDA discriminen sobne k3 base de raza, color, nacionalidad, sexo. discapacidad, edad, o en epresalia o
venganzapm’aﬂivhﬁespreﬁasde%csdﬂesenalgﬂnpmqananacﬁuidadmmmﬁummdaipwel LshA

Las personas con discapacidades que necesiten medios atemativos para fa comunicacion de |a informacitn ded programa (por eiemplo,
sisterna Bradle. letras grandes. cintas de audio, lenguaje de sefias amenicano, &tc.). deben ponerse en contacto con ia agencia (estatal o
local} en la que solictanon los beneficios. Las personas sondas, con dificultadss de audicion o discapacidades del habla pueden comunicarse
con e USDA por medio del Federal Relay Semvice [Servicio Federal de Retransmision] al {800} 877-8330. Ademas, la informacion ded
programa s pusde proporcionar en otros idomas.

Para mserﬁrmauenmnadedmnmnmm complete ef Fo i : i [

que est3 disponible en lnea M'WWMM?EH ma&:pnerl:ﬁ:tna dEIU.SDA trb:-en esoriba una
carta dirigida al USDA e incluya en la carta toda [a nformacion soficitada en el formadanio. Para solicitar una copia del formianio de denuncia,
lkarne 3 (B85} G32-2002. Haga Begar su foernadario leno o carta al USDA por

11} comeo:; LS. Department of Agriculiune (2) fapr: (202} 620-TH42; 0 {3} comeo electronico;
Office of the Assistant Secretary for Cavil Rights program. intake@usta poy.
1400 Independence Avenue, SW

Washington, D.C. 20250-2410

E=ta institucidn 5 un proveedor gue ofrece igusldad de oportunidades.
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TEFAP Written Notice of Beneficiary

-

MName of Organization
Name of TEFAP Staff Contact
Phome Number Email Address

. We may not discriminate against vou on the basis of religion or religious

. We may not require vou to attend or participate in any explicitly religious

. We must separate. in time or location, any privately funded. explicitly

. If you object to the religious character of our orgamization, we must make

n

The Emergency Food Assistance Program

Written Notice of Beneficiary Rights

You have the following rights when you participate in TEFAP.

belief: a refusal to hold a religious belief: or a refusal to attend or participate
in a religious practice.

activities that we offer. Your participation in these activities must be purely
voluntary.

religious activities from activities supported with USDA direct assistance.

reasonable efforts to 1dentify and refer you to an alternate provider to which
yvou have no objection. We cannot guarantee, however, that in every instance.
an alternate provider will be available.

You may report violations of these protections (including denials of services
or benefits) to TDA at www Squaremeals org,

Contact TDA at: Commodity Operaticns TI-TEX-MEAT (877-830-6325)

CommoditvOperationsi Texas A griculinre oy

Federal regulations reguire this written notice befowe participants receive TEFAP services.
This instinufion is an equal opporimity provider:

Fuly 2016

Rights
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TEFAP Beneficiary Referral Request

The Emergency Food Assistance Program
and the Commodity Supplemental Food Program
Beneficiary Referral Request

Name of Organization:

Contact information for program staff (name, phone number, and email address, if appropriate):

If vou object to receiving services from us based on the religious character of our organization, please
complete this form and return it to the program contact identified above. Your use of this form is voluntary.

If vou object to the religions character of our organization, we must make reasonable efforts to identify and
refer you to an alternate provider to which you have no objection. We cannot guarantee, however, that in |
every instance, an alternate provider will be available.

Participant name:

Best way to reach you (phone/address/email):

FOR STAFF USE ONLY
1. Date of objection: /
2. Referral (check one):

Individual was referred to (name of alternate provider and contact information):

Individual was given TDA-provided referral information (such as a websgite, hotline, or list of other
service providers funded by TDA)

Individual left without a referral

No alternate service provider is available. On the lines below, summarize below the efforts you
made to identify an alternate provider (for example: contacted another food pantry, soup kitchen, or
distribution site; contacted TDA; contacted the food bank; ete).

This institution is an equal opportunity provider.

Fuly 2016
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TDA CE Agreement

this sets the rules for Partner Agencies distributing TEFAP (signed when joining BVFB network)

Movember 2019

The Emergency Food Assistance Program
Agreement Between Contracting Entity and Site

A contracting entity (CE) is an organization that contracts with the Texas Depariment of
Agriculture (TDA) to receive, store, handle, and deliver United States Department of Agriculture
(USDA) Foods. A subdistributing agency, usually a food bank, contracts with a CE to receive,
store, handle, and deliver USDA Foods. A site is a place at which an emergency feeding
organization certifies applicant eligibility and/or distributes USDA Foods packages or meals to
needy persons. A site may work directly with a CE or a subdisiributing agency.

Mame of Contracting Entity (CE) Email Address of CE

Address of CE (Sireet, City, State. ZIF) Ares Code and Telephons Mumber

Mailing Address (if different) Fax Ares Code and Telephone Mumber

IF APPLICABLE: Mame of Subdistributing Agency Emsil Address of Subdistributing Agency

Address of Subdistributing Agency [Sireet, City, State, ZIF) Areg Code and Telephone Mumber

Mailing Address (if different) Fax Ares Code and Telephone Mumber

Mame of Site Email Address of Site

Address of Site (Sireet, City, State, ZIF) Area Code and Telephons Mumber

Mailing Address (if different) Fax Ares Code and Telephone Mumber
Agreement

This Agreement specifies the rights and responsibilities of the above-named Contraciing Entity
(CE) and Site as a participant in The Emergency Food Assistance Program (TEFAF). By
signing this Agreement, both parties are bound by its terms and conditions, unless terminated
with 30 days’ written notice by either party. This Agreement may be terminated for cause by
gither party, by mutual consent of both pariies, or solely by the site without cause or mutual
consent.



exas Depariment of Movember 2019
CTFRCLT

Rights and Responsibilities of the Contracting Entity

The CE shall fulfill the following responsibilities:

10
1.

12.

13

14.

15.
16.

Comply with all guidance issued by TDA and USDA

Train the site in the handling and use of USDA Foods; eligibility criteria; client rights
({including civil rights requirements); complaint and administrative review procedures; the
processing of applications or requests for meals; and procedures for food safety and food
recalls.

Offer training sessions and technical assistance at a fime and place that is convenient to
the site.

Provide TEFAFP record-keeping forms to the site without charge.

Ensure that all USDA Foods are distributed to participants without regard to race, color,
national origin, sex, age, or disability.

Compile data, maintain records, and submit reporis as required to permit effective
enforcement of nondiscrimination laws, regulations, policies, instructions, and quidelines;
and collect such records from sites as applicable.

Collect, from the site, records that show the data and method used to determine the
number of households or individuals served.

Ensure that sites protect applicants” and participants” information stored on information
technology systems.

Avoid charging the site any fees for the administration of TEFAP, except for warehouse
operation fees (including, but not limited to, shared maintenance fees and delivery fees)
Ensure that all USDA Food packanes or meals comply with TEFAP reguirements.
Monitor the site's distribution of USDA Foods according to TEFAP requirements and do so
during the site’s normal hours of operation.

Obtain the signature of the site’s representative showing the receipt of USDA Foods, and
maintain the receipts, as well as other TEFAP records, for three years from the close of
the fiscal year to which they periain, or until claims actions, audits, or investigations are
resolved. Records include, but are not limited to, the following: 1) this agreement and 2)
documentation of the receipt, inventory, and disposal of USDA Foods.

Ensure that the site does not require, solicit, or accept payment from applicants or
participants in money, materials, or services for USDA Foods packages or meals.
Ensure that the site makes clear that participants are not required to cooperate with
activities unrelated to the distribution of USDA Foods. Activities include the following:
contribute money, sign petitions, or converse with a person conducting such activity;
belong to, attend meetings of. or pay dues to any organization; attend or paricipate in
religious activities.

Ensure that unrelated activities do not disrupt the distribution of USDA Foods.
Otherwise, comply with all state and federal regulations as applicable to TEFAP.
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Towne Flan
1 eXas e

Agriculture

artmert of Movember 2019

Rights and Responsibilities of the Site

The Site shall fulfill the following responsibilities:

10
11.

12.

13
14.

15
16.
17.
18.
19.

Comply with all guidance issued by the CE, TDA, and the USDA.

Comply with all requirements for receiving, handling, transporting, storing, and preparing
USDA Foods, including procedures for food safety and food recalls.

Distribute the appropriate USDA Foods package to a TEFAR participant based on his or
her eligibility and in compliance with TEFAP requirements.

Ensure that all USDA Foods are distributed to participants without regard to race, color,
national origin, sex, age, or disability.

Compile data, maintain records, and submit reporis as required to permit effective
enforcement of nondiscrimination laws, regulations, policies, instructions, and quidelines.
Collect records that show cerfain information, including, but not limited to, the data and
method used to determine the number of households or meals served; and provide the
data to the CE upon request.

Determine the eligibility of applicants who apply for WSDA Foods packages in compliance
with TEFAP requirements.

Maintain the confidentiality and security of household information, including applicants’
and participants” information stored on information technology systems.

Make clear that paricipanis are not required to cooperate with activities unrelated to the
distribution of USDA Foods. Activities include the following: contribute money, sign
petitions, or converse with a person conducting such activity; belong to, attend meetings
of, or pay dues to any organization; attend or pariicipate in religious activities.

Ensure that unrelated activities do not disrupt the distribution of USDA Foods.

Allow representatives of the CE, TDA, and the USDA to review site operations and
records.

Sign for receipt of USDA Foods, and keep the receipts, as well as other program records,
for three years from the close of the fiscal year to which they pertain; or until claims
actions, audits, or investigations are resolved. Records include, but are not limited to, the
following: 1) this agreement and 2) documentation of the receipt, inventory, and disposal
of USDA Foods.

Attend training sessions required by TDA or the CE.

Do mot require, solicit, or accept payment from applicants or participants in money,
matenals, or services for USDA Foods packages or meals.

Report fraud to the CE immediately.

Do not sell USDA Foods.

Obtain prior approval from the CE before fransferring USDA Foods to any other entity.
Help applicant households, when necessary, complete applications.

Display prominently, for applicant and participant viewing, USDA's “.._And Justice For All"
poster.
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nt of MNovember 2019

Certifications

We, the undersigned, do hereby make and enter into this Agreement. By so doing, we certify
that the information contained in this document is frue and correct to the best of our knowledge
and is provided for the purpose of obtaining federal assistance. We do mutually agree to
operate TEFAR in compliance with federal civil rights laws and to implement nondiscrimination
regulations. We do mutually agree to comply with The Emergency Food Assistance Program (7
CFR Part 251, as amended); Donatidn of Foods for Use in the United States, lis Territories and
FPossessions and Areas under [ts Jurisdiction {7 CFR Part 250, as amended); Uniform
Administrative Reguirements, Cost Principles, and Audit Requirements for Federal Awards (2
CFR Part 200} and state policies and procedures as issued and amended by TDA. We
understand that the deliberate misrepresentation or withholding of information may result in
prosecution under applicable state and federal statutes.

Mame of Site Cfficial (type or print)

Title of Site Officaal

Signaturs of Site Official Catz

Mame of CE Representative (type or print)

Title of CE Represantative

Signaturs of CE Represeniative Catz
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Sample Posted Complaint Procedure

If you wish to file a complaint against ‘X Agency’, for any reason, you may do so by contacting:
John Doe (Name of individual taking complaints at your agency)

email@email.org

999-999-999
123 W Sunny Dr
Bryan, TX. 77802

Complaints must be made in writing. Please do so by email or handwritten letter.

Once your complaint has been filed, ‘X Pantry’ will review the complaint within three (3)
business days. From there, the complainant will be contacted within five (5) business days to
pursue a resolution to the issue.
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Client Complaint Form

Date Name of Client
Client’s Phone Client’s county of residence
Name of Pantry County

Date incident occurred

Complaint

Any follow up promised? __ Yes No

If yes, what follow up was promised?

Action taken and date

Volunteer/Staff Person taking complaint:
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From here you can print a shopping list or place your order
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Click “Add to Cart”:

Wt o =

)

Q5 VALLEY

Catalog
. oo Y w2 om

(Bl i, R Priok 8574 GASE k" Leo8 [ tmmon |
| S Bpphasuiuicn 0 1 ar Prics; 5190/ CASL al Lme 10
[T S S— Brioe: 850/ CABE r o m
ABYFOO0) By P Priok: §3.99{ GASE L. 38 m
BB PO By Prccts s et $408 1 EASE n Lo 47
AEANS) o Frice: 5.4 [ GASE o Lt
[SEORD8 | B, ek Pl 408 EASE i Lin 30 s

8879505 B, B Tt S0, Pl 3378 CAME Lo 104 m
L — Frios: 83481 EASE Line- 17 “
[ R —— Prion: 5180 [ GASE Il Lo 1M m
[SEOMY Bt o W 121 2. Pk 85,441 GASE . m

(2002 Y) Bz Ve
Frodfank Test Agency

Your item will be placed into your shopping cart: \—\.

BRAZOS VALLEY

foodhank

Weat 1 naniy) -

Cataleg
Sorty = EACH OO ) n LTS O - |

{58990y Moo, e Price 55781 CASE ! -
S el M M i Piiew, 8990 1 CASE " e
| S DTy Applesius, Uiimaitichad Price: 883 1 CALE - Ling-42
BABYFO0D) By Food Prick 5139 GAE " e, =
(RABY PROE | Balry Piodhets ity Pileh: 53,80 1 CASE T L 7 m
BEANS) By Prict: 55,40 { CABE i e
(48400 | o Blck Prioe 3488 CASE " Lt 0 [ sk |
(49550 B, Sk T 5504, P 3181 EABE " e =
[T e ——— Prion §3.45 1 GASE ik Lie. 1% m
L e ——— Pk B89 CASE -
(5500 g, vt N 121200 Priok $3.68{ GSE Lt 48 m

(CRn) Gearas Yaley
FosdEami Tes! dgency

96
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Click “Proceed to Checkout” at the bottom of the page:
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Choose your delivery date, please see Delivery schedule, page Part
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Once the information is filled in, click on “Submit Order”:
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This page shows your order details.
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Inventory Product Category Guide

Food Items:
Baby Food
e Any sealed baby food items including: Formula, Hot Cereal Mix, Jarred Baby Food
Beans
e Any shelf-stable, canned bean product including: Pinto Beans, Refried Beans, Pork and
Beans, Flavored Pinto Beans, Black Beans, Kidney Beans, Navy Beans, Rach Style
Beans
Breakfast
e Any dry, packaged breakfast item, such as: Dry Cereal, Hot Cereal (oatmeal, etc.), Grits,
Pop Tarts, Pancake Mix, Breakfast Biscuits, Ground/bean coffee, sweeteners/sugar,
creamers
Condiments
e [tems to be put on/added to a main dish: Ketchup, Mayonnaise, Mustard, Jelly, Vinegar,
Picante Sauce, Salsa, Pickles, Jalapenos, Olives, Mushrooms, Roasted Red Peppers,
Salad Dressing, Salt, Pepper, Baking Soda, Baking Powder, Shortening, Cooking Oils,
Gravy, Syrups, Honey, Velveeta Cheese, Croutons
Desserts
e [tems to prepare desserts with, such as: Cake Mixes, Frosting, Jell-O Mix, Pudding Mix,
Baking Mixes, Pie Crusts, Ice Cream Cones, Cake Decorations, Marshmallows,
Chocolate Chips, Un-popped popcorn
Drinks
e Any packaged drink, including: Juice Drinks, Bottled Water, Flavored Waters,
canned/powdered milk, nutritional drinks, tea (bottled only), powdered mixes,
Dry Staples
e Items that could be made into a meal, including: Boxed Casseroles, Hamburger Helper,
Cornmeal, Dry Beans, Rice, Pasta, Dry Soup Mixes, Stuffing Mix, Instant Potatoes
Fruit
e Any canned/jarred fruit item, such as: Canned Applesauce, All Canned Fruit, Cranberry
Sauce, Canned Pumpkin, All Pie Fillings, Fruit in Jars
Gallon-Sized Cans
e Any gallon-sized can, regardless of type
Kcup
e Kcup products ONLY — (examples) coffee, tea, hot chocolate
Peanut Butter
e Any type of nut butter, including: Peanut Butter, Almond Butter, Nutella
Snacks
e Any ready-to-eat item that can be opened and eaten without preparation, such as: Single
Serving Fruit Cups, Crackers, Dried Fruit, Granola Bars, Nuts, Pudding Cups, Jell-O
Cups, Energy Bars, Popped Popcorn, Chips, Beef Jerky
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Soup/Meat/Tuna
e Any shelf-stable, packaged product that is soup or meat-based, such as: Canned Soups,
Canned Stew, Canned Meat, Canned Seafood, Chili, Canned Ravioli, Spaghetti Sauce
with Meat, Packaged Meals, Tuna Packets
Tomato Products
e Any item that is tomato based, including: Spaghetti Sauce (no meat), Stewed Tomatoes,
Tomato Sauce, Tomato Paste, Whole Tomatoes, Diced Tomatoes
Vegetables
e Any vegetables product that is not tomato based, such as: Canned Green Beans, Hominy,
Corn, Peas, Lima Beans, Sauerkraut
100% Juice
e Any item that is 100% juice

Non-Food Items:
Adult Diapers
e Diapers for adults
Baby Diapers
e Diapers for babies and toddlers
Baby Products
e Any item intended for infant/toddler use, such as: Sippy Cups, Bottles, Toys, Binkies,
Wipes
Feminine Hygiene
e Sanitary pads and tampons
Household Cleaners
e These items may include: All-Purpose Cleaner, Window Cleaner, Dish Soap, Sponges,
Bathroom Cleaner, Bleach, Air Fresheners
Household Items
e Automotive Products, Small Electronics (Headphones, Night Lights, Phone Chargers,
etc.), Décor, Tools, Gardening Equipment, Etc.
Kid Items
e Toys, school supplies, art supplies
Personal Care
e Any item intended for personal use, including: Shampoo, Conditioner, Soap, Oral
Hygiene Products, Lotion, Band-Aids, Cotton Balls
Paper/Plastic/Kitchen
e Any item for use in a kitchen setting, such as: Paper Towels, Plastic Cutlery, Paper
Plates, Napkins, Small Kitchen Appliances
Tissue
e These items may include: Toilet Paper, Facial Tissue
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Delivery Schedule

BVFB ORDERING SCHEDULE

Day order is placed

Earliest possible delivery day

Monday Friday
Tuesday Monday
Wednesday Tuesday
Thursday Wednesday
Friday Thursday
Saturday/Sunday Friday
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Credit Slip
20 VALLEY

Wlifood

Credit Slip

Agency Name Date

Please complete the form below with information from the invoice
on which the product being returned was received.

Please return product to the Brazos Valley Food Bank for credit.

No credit will be given for product returned without this form.

Invoice No: Product Description Case quantity or | Reason for return
Reference Pounds/number
of cans

Agency Signature

Brazos Valley Food Bank Staff Signature
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Edge Dock Access Instructions

"1 The dock is located in the Volunteer Parking lot & , &
' that is gated off of Independence Avenue. '/ ramp until the front/back of your car reaches
Dock Hours: Monday thru Friday " the blue bucket. Turn your vehicle off and

B8:30AM - 4:30PM ring the doorbell to the left of the sign.

=

Below are photo examples of the two ways to load/unload your vehicle:

OPTION 1 OPTION 2
Drive up the ramp until the front of your vehicle Back up the ramp until the back of your vehicle
reaches the blue bucket. reaches the blue bucket,

HOTE: If you are pulling a trailer, please park at the end of the ramp, walk up the ramp and ring the
doorbell. A Food Bank staff member will assist you in the best way to proceed from there,
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Annual Site Visit Form - Combined

Brazos Valley Food Bank Member
Agency Site Visit Form

Agency Contact Information

Date of Monitor Visit: l:l Date of Last Moutor: [ ]

Agency Name: I | Acct li"I |
Web Address
Phone #: | | | |

Site Physcal Address:

Sn«l I Cnyl I Smel | pr‘:|

Mailing Address:

Street I I City I I State I_] Zyp l:
Contacts

Durector's Name:

| | Phones | | x| |
Cell Phone #: | | Email | |
Coordinator’s Name: I | Phone #: :
Cell Phoze #: | Fomil | |

Name of mdividual to recerve biling statement | I

Phone #: [ | Email | |

Name of mdividual completing monthly survey forms l I

Phone #: | | Emal I |

Parent Organization: (if applicable) I |
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General Agency Information
e et

Agency Type

O Chiens Panery [ Public Panery [ Mohile Panery

[ Besidemtiod Sire [ Racreations] Day Crr(meals) [ Snack Sie O soup Kitchen
What 1= the pe=ion of your azency”

How do your chents find out ahout your progmm?

Dipes the Ungted Way 2-1-1 bave your progam informasen and make meferral: o yor agenoy?
O ¥e: [ [ hsnacted

Mumber of Board membars [ | Hiow i does board mest 7 Selert..

108



Funding and Resources

1. How mary paid stff epemate this progrand” mne e
1 How many volunesrs does this program hace?

3. What s the astmabed monthly food product bodze”
4 Please list sources of fimdmg:

3. Are thers any clant faes asodiand with this progmm? 1 ves O v
Ifves, explin:
fi. Ate cliens chargsd for fnod or agied for donations? [ wes Ot
IEves explin:

Cutreach Information
T EERERERERERETE

1. Duesvowr ageecy accept refamls? [ ¥es O
From
| |
2. Coes your agency give refEmak? O wes O e
Ta
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General Record Keeping ] F‘antlx
A F ity O an 3 bl I:I D Tio

anmedly?

1 Areall ke forms fled ot compleely and siemed
Ty applicant”

3. Dochens receiving US0A Conmodines £5] out a
USDA Household ap plicatson (HI3555)7
4. Are USDA spphications updated with comrent
cerfifimtion periods?
. Dioes the agency maingin USDA applications for 3
vears and 90 davs?
. Does the apency ecartify USDA cBens anmmlly?
7. Dovou recermify emerpency applicants that eoaive
USDA Cooenpdites every six months?
& If you di swbote USDA Commodities. are civil rishs
posied for viewing by clismts? «
8. Dipes mumber of new inmke Hrms mach morhers
recorded oo monthly Epors?

Lh

10t Dipes Apency have compleed monthly st foms
an file?

11 Dipes the orpanizafion submit monthly survey
forms to BVEE before the 10 of sach momh?

12 Areall BVFE immices an =7

MNOTES:

[1 Meal/Snack

Vasg

[ ves
[ wes
[ wes
[ ¥es

[ Wes
[ Wes

[ Wes
[ wes

[ ves
O ves
[ ves

O % O nsruced
O ¥ [ Insruced
O ¥ [ Tstruced
O % [ Tostuced

O % O srumed
O % O sruoed

O % [] Ismoedt

O %a

O ¥e OO heruced
O 1o O msruced

O % O nsructed
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Product Information

1. How do vou receive BEE food /product 7 O Deivey [ Bk
2. Epickamp, who iz allowed o pick up?
| |sas
[ e
3. How often does the agency ardar? Sl
&, What items am avalable to your chenes? O Moo-pesighable [ Fregen O Brodace
Food Food
[ oster [0 ERefizemed Food (] om food. ems

5. Whar ffens doss yourr azency purchase fom other sources begdes the BVEFET

4. Does your agency have a freeser nlbmker” O ¥e [
If ne:. howare cold food: mngpored safly™ | |

7. What are the most needed rems for your clents: | |

B. Do you recave USDA commoditias from the Bramos T &
Valisy Food Bask” Owes [
If ves, are (DA Dods stored avay from other food Ovwve: [OJm
Etems?

0. Do vou recaive produce from the Brazos Food Bank™ Oy 0w

oo, why?

NOTES
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Grocery Program Information

1. Whattype of distmion method 15 wilized-
| Cliers Tl e proeram (clienrs pick out theair own food ‘produc)
[J Tradtional pre-packaged
[ Contbinss
O other
2. Desmbe ortena for determiniee el mibitiy for food o product for your prosram -

3. Are elighility guidelines posed” Ov¥s O [ b
4. Areg moome guidetnas being nsed o qualify Oves O [ Insnced
clieps?
5. Dwoclisnts sien m each fime they receive food? [ ves Ot
I Mo, enplam:
. Dines your ag=ncy avel fm 3y one Iy’ O we: O e
Iyes explan
7. Dresaibe cient record beeping systenx

B, What seopmph ic aea doss this asency propram serve 7

I |
9. How afien may a clienf receive semioes: O vk drme T 1mosk

[ Omee every 3 months O Once avery 6 months [ Otter _eplaine

1 I vour agency planming amy changes to &5 [ ¥es |HE
food prodoct prosram?
Ifves, please explaim -
11. Do vohmesrs use sarvices? [ v O ¥
fyes dowvolmess complete an apphicanon & mes [ e O .

income mundel mes requered to raceive food”
11 Mumber of volumeers that use services ? [ |
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13. Aze chens requmed to meke an appotoiment far [ ves [
aEERDE?

Iyes desnbe fhe appomiment makins proces: mehiding de@ids on averaze tme i akes mdivadonl to gt
an Eppomiment. average wast mid the appoinmment, e

14 Are didribanon bours posted oo the owrside of the T %
fueility and visibla to e clisns? O ves O
13 Dimy{s) mnd tame of distritaation Moming Aftsmonn Afier 3
Monday | | Il
Tuesdxy | | Il

Wednesday | I |

Thursdsy | | I
Friday | | I]
Sy | | I
Sunday | | 1]
16. Do vou distritas food fom mare than one location” O ves O
If yes, please list bomtion, day, and time of & sdbhution.
17. Dioes agency deliver food w0 clients? O ves O 1

Ifyes

18 N wmber of familes served last year

18 Awerape mmber of folies served sach mond © |

20 Estimated smpply of food provided per family, m [ |
pomds:

21, Hasthe mmher of people requesting food inoeased O ves O 1
aver thepast 12 months”

Hyes , esimate the m::naase| |

MNOTES
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On-Site Feeding Programs

1. I your azency mspected by the healthidenartment? [ +es O % O oese
2. Do youhave an ocopancy pemit? [ wes 0w 0 oo
3. Doss staf prepare meals? [ ¥es O 1
4, Is kirchen mamazed by an indhvicual that has Food . ~ _

Mmagzar's Cerification” 0 ves O re O ongie
I oo, explain
5. Ware of 32 who have Food Maraper's ceriifi@tion and expiration date:
f. Dhos all kirben 5o have Safe Food Handling N 3

Certifcation? O s O 1

Eno. explan
7. Wane of staff that have Food Handler™s certifimtion and expiration dage:
8. Do vour clients prepare meals? [ ves O
9. Do v have memss posted? [ ves 0 [0 msmaced
10 Check the meals seved: [ Braakfiet [ Lunch [0 Diene

O a2z
SpackThay SoacksThay
11 Average mumber of people served Breakfast Liumch Dhipmer
1Smackidny 2 Smackiay

11 How is cou deferminad” [ Ba [ Coum [ SignIn
O cxhi, enplain:

MOTES
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Food Storage Area

1. Desombe dry stomge: Location Sme

2 Isfoed smred away fomwalls at least 2 inches? O ves Oz [ mamaced
3. Isfoed stored off Soor at lemst 6 inches? O ves O O mansed
4 Isthere amy evidence of mdemrs'msacts” O ves O s

5. Iz stock romted oo arepular basis? { F oz I o- F ist- O ) O wes O s O Inamced
4§ [sthe stompe area dry (free fom mosnrs)? O w=s O e [ mamaced
7. Isfoed smred in a secured locksd area? O ves O e O Insgmced
8 [L:the stompe area clean? [ wes [ [] Instmaced
9 Who Ceans? How Often?

I Il

10. . Is the shehing constructed of noe-porous surfaces which canbe [ v O = O mamced
samitized?

Chetvins ol (Samiiizing Solation:

11. Do shelves need repaingine”
(Iineeded paim with light colar snamel based painf}
12, Are chemicals ard cleaning supplis: ssared separately and mot
apove food prodoo”
13. I= food swored in a way that allows imvemory™

1%, Is food quantity adequate fr oo of chients snved?

15. I food varety adequate?

18, Are all producrs properly Label=d”

17, Are comed goods tloatsd, msed or are sealed linines roken?
18. I=agency repackms food?

If yes. what types of food 7

If yas, do mdividiuals wear gloves, har nets and Label produc™

19, Ebatry food or foeruls expied™
If yes, must be discarded momediately

2. Are USDA eram products reffizerated fom May to Sepremba?

[ ves
O ves

O ves
O ves
[ wes
[ wes
O wves
O s

[ wes
[ ¥es
[ wes

[
O

O
O
O %
O %o
O xa

O

0
O %

O

| 1tsphleach’ 1 gt room tenm water)

[ Instracted

O Insmxed

O msmaced

[ Instnacted

[ Insmacted
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21 Ts there amy evidence of stock piling” O ¥es Ot
21 Are there gps. holes, o cacks i valls, ceding, O wes O 1
windows of doors?
23, What method of insect/Todent prevention i wed O Tews O smy [ Commer
comtmal pest?
[ oxher
24 T confmact , w bo services your pest conirol?
23 How often iz pest controd used? O Weskhy O Ewery 1 | Monchty
weaks
Ob@in a copy of ameement. O quredy [ Yemiy
26 How is mzh handed?  (Both food wase and paper‘plastic ponds)
37. Describe the ventlation: O Cenimt [ Fams [ Window
Ax Uit
O ceher Orvae
28 Do vou have Sre'smoks alarms? O ves O % [ Instnucted
20 Do vou have Sre extingnizher? O ves O % [ Iostraced
30. Do vou kve coolers or freemers? [ ves [ wo
NOTES
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B

[= Y

10

12

13
14,
13
14.

15.
18,

Are sinks clean and maintained? [ ves
Is shove clean and maindired? [ ves
Are erpentire madslines posted? [ ves
. T there proper Iighene? [ es
. Are there amy sizns of msact rodent acdving” [ ¥es
. Dipes the food preparer (5) wear a clean amon. hax [ Ve
net ar cap?
Are e diches ceaned, rmsed and sirtized according [ ve=
to accepable procedures”
How e the dishes cleaned? I
Commer:ial
[ ather
. Is there amy equipmend ot does not work™ [ ves
Hyes,
. Are choking posters in sisht? 1 ves
Is diming area clean (tabls, foors, & )7 0 ¥es
. Doz the metroom doer open directly into the oom [ ¥es
in which foed is prepared?
L the recroom dem? O s
Iz theare bot water m rect rooa? [ ves
Iz thare soap m all soap dihes i resmoom” [ e
Arz fers paper towes w0 dry bands @ resmoon” [ ¥es
. Is thae a simn remmding sef o wash ther hands [ ¥es
‘befors reumins o wak?
Are wric itens properdy packaged and Inbeled? 0 ves
Are health permits in vew” [ ves
MOTES :
Momtored by -

in Site Feeding Programs

O
O ro
O
O
[ Mo
O

O

O

O v
O
O %

O
O
O 1
O
O

[ ¥
O ¥

O wa
O wa
O wa

Owa
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EEZElS
R geration mis Terrp Gauge I‘“’*;qﬁfmm Tempslg? e
Select.. O I:’ O O
dagreas
Select O |:’ O O
dagrees
Selact . O I:l O O
dagrees
Saliect O O (]
daprees
Salect O ]:’ O O
dagrees
Select M | m m
Fresrer umsts Terp Gage? T S_I{ﬁalpec:m Tenps ngged? cr?;iﬂ’
- 0 [ Jee 0O O
S o [ ] o B
desTee:
- a [ ] o o
desTees
e 0 [ ] 0 0
desTees
e . [ ] 0 o
desTeas
QeaTEas
MNOTES:
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TDA Monitoring Form

Monitor of Partner Local Agencies

Instruction to Contracting Entity Representative (food bank): Please complete
document in its entirety and retain for records. Instruct the Local Agency
Representative to sign the document. They may keep a copy for retention.

Is the “...And Justice For All” poster prominently displayed in a location that is
accessible to participants at all times? [section 6110 of TEFAP handbook]

D Yes I:l No

Location of poster at facility:

If “No,” proceed to move the poster in an optimal location.

Is the agency using the proper eligibility income guidelines (185% of federal poverty
level) established by the Texas Department of Agriculture? [section 4222 of TEFAP handbook]

I:' Yes I:' No

Did the local agency allow the food bank contracting entity representative to view
program records (i.e. participant applications)? [section 4520 of TEFAP handbook]

D Yes |:| No

Does the local agency agree to allow access of program records to TDA, USDA and
Government Accountability Office (GAO) representatives at time of request? Access
of program records could entail viewing, examining and copying.

I:' Yes I:' No

Food Bank Representative’s Signature Date

Local Agency Representative’s Signature Date
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Biennial Distribution Visit Form- Food Pantry

Pantry Distribution Monitoring Form

Section |
Date of Monitor: Date of Last Monitor:
Bzency Mame: Acct #:
Site Coordinator: Phone:
Emniail:
Section I
Required Posted Signage Yes | Mo | Instructed | Motes
Current AJAF Poster
Complaint Procedures {must include
?ﬁ agency contact person & contact info —
g‘f phone number and/or email address)
=
TEFAP Participant Rights B
Responsibilities
Current Income Guidelines
TEFAP Written Motice of Benefidary
g = Rights
Q0
s
& o
Section 1
Intake Process Yes | Mo | Instructed | Motes
Is current BVFE-approved client intake form being
used?

I5s agency requiring proof of income fidentity/etc.?
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Intake Process

fes

Motes

Cioes applied intake process/procedure match up
with written intake process/procedure?

Iz agency logging each client (sign-in, check-in
system, etc.|?

Are volunteers using services?

Are volunteers being served in the sam= manner as
regular clients [i.e., no preferential trestmesnt] ?

Additional Notes/Comments:

Monitored By:
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Biennial Distribution Visit Form — On-Site

On-5ite Distribution Monitoring Form

Section |
Date of Monitor: Date of Last Monitor:
Agency Name: Aioct #
Site Coordinator: Phone:
Email:

Section |
Required Posted Signage Yes | No | Instructed | Motes
Current AJAF Poster i

Complaint Procedures {must include agency
contact person & contact infio — phone nuember
and/or email address]

Ciaity Menu

Dioes the Health Dept. Inspect this agency? If yes,
is the Health Permit prominenthy displayed?

Dioes the Fire Marshall inspect this agency? If yes,
is the Occupancy Permit prominently displayed?

Choking Poster {in dining area)

Safe Cooking Temperature Guidelines [in kitchen)

Handwashing Sign (in bathroom)

Section I

Intake Process Yes | No Instructed | Motes
Iz agency capturing dient information via intake
form?

{Current BVFE-opproved dient intake form not
required for on-site agency]
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Does applied intake process/procedure match up
with written intake process/procedurs?

is agency logging each client [sign-in, check-in
system, etc)?

Are volunteers using services?

Are volunteers being senved in the same manner
as regular clients [Le., no preferential
treatment)?

Additional Notes/Comments:

Monitored By:
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Sample Food Pantry Sign

Name of your Food Pantry

Hours and days of distribution

Who you serve (county, cities, etc.)

Household Eligibility
(185%) of Poverty
Size Effective July 1, 2017- June 30, 2018
No. of
Household
Members Annual Monthly Twice-Monthly Bi-Weekly Weekly
1 $22,311 $1,860 $930 $859 $430
2 30,044 2,504 1,252 1,156 578
3 37,777 3,149 1,575 1,453 727
4 45,510 3,793 1,897 1,751 876
5 53,243 4,437 2,219 2,048 1,024
6 60,976 5,082 2,541 2,346 1,173
7 68,709 5,726 2,863 2,643 1,322
8 76,442 6,371 3,186 2,941 1,471
For Each Additional
Person, Add +7733 +645 +323 +298 +149

Note: Use gross income to determine eligibility.
Farmers and self-employed households qualify based
on net income (total income minus expenses).

A household with unexpected and unavoidable
expenses of a household crisis may qualify for temporary,
emergency food assistance without regard
to the household’s gross or net income.
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Pest Control Log

Log can be used rather than sending in last pest control invoice

Pest Control Log

Agency Name:

Inspection | Inspection completed Results Actions Taken Date of
Month by (Clear/Signs of Action
Infestation)
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Temperature Log

Texzs Depanment of Formi H1635
Agriculiure May 1382
Temperature Record

Onganization Name Tedephone Mo

Locaion of Freezern E)ComanE)

D&Y OF FREEZERS COOLERS
MONTH HGNATURE

| 4= | | R

LU B I I ]

i

=R I - -

w
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Choking Poster

CHORKING-AHOGO

WARNING: Do nat use this methed on childmen under one year of age. ADVERTENCIA: Nu- utilize eate mélodo con nifios
monorss de Un afc do edad

4 Minutes to Live 4 Minutos para Vivir

LOOK MIRE

® Hand on neck ® Manos en el cuello
® Cannot speak or breathe ® No puede hablar ni respirar

o s e
ACT  ACTUE

LYING

STANDING ACOSTADO

DE PIE

DE FIE
.
STANDING Parese M;::.:ulil“:tlhl ¥ pongale low bracos
- ;!Ihl:dhu:nuluuicﬂmmmpyouurtnqm . - — .
iy waist. ologue pulga pufic abdoman
. da la vigtima, apenas amiba dal amblige, y shajo de
® Place your fist with thumb side against the victim's la cajm lorkclca
abdoman slighify above the navel and below the rib - - — " o
i wbdomen e |a viclima con un movimienio ragkda.
® Grasp your fist with your othar hand and press Into hucis arvibe.
the viclim’s abdoman with a quick upward thrust, ASOEIR
LYING i s e e
® Victim Is lylng an their back. .
Colbguase da frenie & ia Mn poniéndose de
® Facing victim, kneel astride the thighs. rodilias m los lados dn los
® Wwith one of your hands on top of the other, placs the ® {on unn mano ancima da la ot coloque | bess de
heel of your battom hand on the sbdomen shightly in masnc sobre el abdoman, apenas asriba del
abowe the navel and below the rib cage. ombligo y abajo de |a caja tordcica.
® pPress Into the wiclim's abdomen with a guick * pPresions el sbdoman de [ victima com un movimien-
upward thrust, 1o rapide Tadia it
KEEF TRYING CONTINUE EL MOVIMIENTO
Alled food |5 dislodged, have The viction vish a doclon Cusnda haya zacado =i bocadae de la viclima, haga que
#sia disits un madies.
e
HEIMLICH MARLAVER
‘SE};ZT’.R,TT“' Degostton et of St Waslth Gervices gl | Lf B i

Eunk KA LA
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Wash Your Hands! CDC Poster- English

Stop Germs! Wash Your Hands.

» After using the bathroom
» Before, during, and after preparing food
» Before eating food

« Before and after caring for someone at home
who is sick with vomiting or diarrhea

* After changing diapers or cleaning up a child
who has used the toilet

« After blowing your nose, coughing, or sneezing

« After touching an animal, animal feed, or
animal waste

» After handling pet food or pet treats
* After touching garbage

N

y

= -
Wet your hands Lather your Scrub your Rinse hands Dry hands using
with clean, hands by rubbing  hands for at least ~ well under a clean towel or
m%r’g:;) them together 20 seconds. clean, running air dry them.
tlmoffthetap; with the soap. Need a timer? water.
and apply soap.  Be sure to lather Hum the “Happy
the backs of your Birthday” song
o ot iomuoenrd  Keeping hands clean
under your nails. Is one of the most
Important things we can
do to stop the spread of
germs and stay healthy.

www.cdc.gov/handwashing

This material was devsloped by COC. The LFFs Is Better with Clsan Hands Campaign Is made possible by a parinership between
the COC Foundation, GOJO, and Stapies. HHES/COC doss not endorse commercial products, servicss, or companies. CSM00eT-A
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Wash Your Hands! CDC Poster - Spanish

iDetenga los microbios! Lavese las manos

* Después deir al bano.
* Antes, durante y degpués de preparar alimentos.
¢ Antes de comer.

* Antes y despuée de cuidar a alguien que tenga
vomitos o diarrea.

* Antes y después de tratar cortaduras o heridas.

* Después de cambiarle los panales a un nino o
limpiario después de que haya ido al bano.

* Despuée de sonarse la nariz, toser o astomudar.

* Despuée de tocar animales, sus alimentos o sus
excramentos.

* Después de manipular alimentos o golosinas para
mascotas.

* Después de tocar la basura.

Mdéjese las Frétese las Restriéguese Enjudguese bien Séquese las manos
manos con agua  manos con el las manos las manos con con una toalla
corriente limpia jabén hasta que durante al menos  agua corriente limpia o al aire.
(tibia o fria), haga espuma. 20 segundos. limpia.
cierre el grifo y Asegurese ¢ Necesita algo
enjabbnese las de frotarse la para medir el
manos. espuma por el tiempo? Tararee
dorso de las dos veces la
manos, entre los cancion de “Feliz Mantener las manos limpias
dedos y debajo cumpleanos” de es una de las cosas mas
de las uias. principio a fin. importantes que podemos

hacer para detener la
propagacion de microbios
y mantenernos sanos.

www.cdc.gov/lavadodemanos

Esta mataral fus eliborado per los COC. La campaia La Vida es Mopram.umurpn- posible gracias a una esockackin antra
& Fundacitin de los CDC, GOJO y Stapkes. 1 HHS y 1os COC no resg productos, emprosas csnoere
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Example Daily Menu

Breakfast:

o Orange Juice
o Scrambled Eggs
o Hash Browns

o Yogurt

Lunch:
« Water or Iced Tea
o Sandwich

o Turkey or Ham
o Wheat Bread
o Lettuce
o Tomato
o Mayo
Fruit Salad
String Cheese

Dinner:

« Water or Iced Tea
o Meatloaf

« Mashed Potatoes
« Side Salad

« Baked Apples

Snacks:

e Qranola Bar
« Apples and Peanut Butter
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Safe Minimum Internal Temperature Chart

Safe steps in food handling, cooking, and storage are essential in preventing foodborne illness. You cannot
see, smell, or taste harmful bacteria that may cause illness. In every step of food preparation, follow the four

guidelines to keep food safe:

Clean—Wash hands and surfaces often.

Separate—Separate raw meat from other foods.

Cook—Cook to the right temperature.

Chill—Refrigerate food promptly.

Cook all food to these minimum internal temperatures as measured with a food thermometer before
removing food from the heat source. For reasons of personal preference, consumers may choose to cook

food to higher temperatures.

Product

Minimum Internal Temperature & Rest Time

Beef, Pork, Veal & Lamb
Steaks, chops, roasts

145 °F (62.8 °C) and allow to rest for at least 3 minutes

Ground meats

160 °F (71.1 °C)

Ham, fresh or smoked
(uncooked)

145 °F (62.8 °C) and allow to rest for at least 3 minutes

Fully Cooked Ham
(to reheat)

Reheat cooked hams packaged in USDA-inspected plants to 140 °F (60 °C)
and all others to 165 °F (73.9 °C).

Product Minimum Internal
Temperature
All Poultry (breasts, whole bird, legs, thighs, and wings, ground poultry, and 165 °F (73.9 °C)
stuffing)
Eggs 160 °F (71.1 °C)

Fish & Shellfish

145 °F (62.8 °C)

Leftovers

165 °F (73.9 °C)

Casseroles

165 °F (73.9 °C)

Last Modified Jan 15, 2015

https://www.fsis.usda.gov/wps/portal/fsis/topics/food-safety-education/get-answers/food-safety-fact-sheets/safe-food-
handling/safe-minimum-internal-temperature-ch
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Client Choice Models

There are several different types of Client Choice models from which to choose from. Choose
the one that works best for you:

e The Point System
The point system is based upon how much a product would cost if purchased at the
store. The pantry assigns a point value for each item. The clients are given a total number of
points they are allowed to spend and choose items until they have spent their points. The
total allotment per client is determined by the pantry depending on the size of household.

e The Pound System
The pound system is based entirely on the weight of the food. Each product is assigned a
pound value. The client is given an allotment and items are chosen until their allotment is
expended.

e Goal Pounds Assortment — The Food Pyramid System
The pantry categorizes all food items into food groups and then provides each client with
poundage allotments for each group.

e The Rainbow of Colors System
The rainbow of colors system is similar to the Food Pyramid System but uses points for each
food group. Clients choose items per color allocation. This ensures that clients choose a
variety of foods.

o The Number of Items System
Clients are assigned a number of items they can receive. Limits can be placed on certain
products. Clients choose product until they have reached their number of items allocated.

o The Items List System
The pantry volunteer gives the clients a list of food available, the client looks over the list,
and makes their food selection. A pantry volunteer prepares the bag for the client.

e Fixed Menu Plus “Grab Bag” Option
Pantry distributes its traditional fixed standardized food box, and then also displays varieties
of different items from the pantry permitting clients to take limited (one bag, six items, etc.)
or unlimited amounts of those goods or any odds and ends which find their way into your

pantry.

e Open Distribution
This is very simple, yet by far the most untraditional, to run as a food pantry. The pantry gets
all the food they can from the Food Bank and permits clients to choose the types and amount
of food they want. No limits, no restrictions, just trust.
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Guide to Entering Statistics in P2

First, choose “Statistics” from this page:

)5 VALLEY

foodbank

Wean olems) - (200251) Brazos Valley
Food BankTestAgency

Grants er Agency Info

Links

Welcome to the Brazos Valley Food Bank Online Ordering System!

*For questions about P2 and your online portal, contact Andi Hawthorne at
andih@bvfb.org or 979-779-3663 ext. 110**

To order bakery items and/or produce, add the requested amount fo the comment section when checking out!

Certain items in our inventory system need to be ordered by the pound. These items are:

+ ASSTMEAT = Assorted Meal Producls
1 FRO-ASSORT = Assorted FrozenProducts (pizzas, buras, frozen dinners, et
+ RUF 002 = Ruffino ground beef 1b. packages

1 you e ardering these s by the box. you will recsive much less than anficipated Pleasa indicate in the Quanify (Qty ] section ofthe ordar form how
‘many pounds you'd ke to racelve in your order

For example, i your pankry is serving 10 ds and y 1 e ground maa per heusehold, you would enter 100 into the
Qty sachon next fo RUF 002

Click on “Add New Agency Statistics”

¥ cart liams) + (200251) Brazos Valley
Food Bank Test Agency

AZOS VALLEY

foodbank

Shop ~  Stalistics  Order History  Grants  Other Agency Info My Documents  Reparts

Agency Statistics

AGENCY STATISTICS

== Sialistics can be ecied throughot the day of ihe eriginal submission date **

Active | Inactive F =000l 4 Aad New Agency Statistics

Period Type Collection Period Effective Date Comment Submitted On
- = - v
View  Monthly april 2021 04/30/2021 Submitted by Agency via Primarius Web Window at 05/07/2021 10:27 AM 05/07/2021
View  Monthly February 2021 02/26/2021 Submitted by Agency via Primarius Web Window at 05/03/2021 11143 AM 05/03/2021
View  Honthly January 2020 01/31/2020 Submitted by Agency via Primarius Web Window at 3/4/2020 10:00 AH o01/31/2020
View  Monthly October 2018 10/31/2018 Submitted by Agency via Primarfus Web Window at 1/8/2018 2:15 PM 10/31/2018
View  Monthly bpril 2018 04/30/2018 Submitted by Agency via Primarius Web Window at 5/31/2018 2:54 M 04/30/2018
View  Monthly March 2018 03/31/2018 Submitted by Agency via Primarius Web Window at 5/31/2018 2:53 PM 03/31/2018

hitpsidonorportal b org/pwn AgencyStatistisindex
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Choose the month you are entering.

Wcat oliems) (200251) Brazos Vatley
Faod Bank-Test Agency

VALLEY

foodbank

Shop »  Sfatistics  Order History  Granis  Other Agency Info My Documents  Reports ®-

Agency Statistics | Add Statistics (Pantry)

ADD STATISTICS (PANTRY)

Enter General info

Fehruary 2021

January 2021

December 2020

November 2020

Hit “Save.”

W cart: 0ltem(s) + (200251) Brazos Valley
Food Bank-Test Agency

)S VALLEY

}sodbank

Shop ~  Statistics  Order History  Grants  Other Agency Info My Documents  Reports ® -

Agency Statistics / Add Statistics (Pantry)

ADD STATISTICS (PANTRY)

Enter General Info Enter Details

~Month
‘ Apii 2021
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Enter your stats. There is no longer a “submit” or save” button at
the bottom in the new system. The new system automatically
saves your entries as you enter. You have until the end of the
day to make additions or changes if needed.

Weart 0ttem(s) v (200051) Brazos Valley o
Food Bank-Test Agency

)5 VALLEY

foodbank

op » Stalistics  Order History  Grants  Other Agency Info My Documents  Reports

Agency Statistics / Edit Statistics (Pantry)

EDIT STATISTICS (PANTRY)

Entar Datails
Period: April 2021
Statistic Name Value Comment
01 New Clients American Indian

0
02 New Clients Asian 0
03 New Clients Black 0

0

04 New Clients Hispanic

ecord was saved Successily

At the EDIT STATISTICS (PANTRY)

bottom of o o
e pogs
you have

the option
to view 5- —
50 lines at
a time.

Period: April 2021

Vale Comment
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There are still lines on a second page if you choose the 50-line
option, so do not forget to hit the arrow once you are finished

with this page.
Agency Statistics / Edit Statistics (Pantry)

The record was saved successfully

EDIT STATISTICS (PANTRY)

Enter General Info Enter Detalls

Period: April 2021

Statistic Name Value Comment

55 All clients served households

56 All clients served individuals

57 All Clients HH recleving Food Stamps

e |le |le |o

58 Al Clients HH Employed

Gotopage: 2 Showrows: 50 v 51-540f54 ¢ )
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