9/18/2025
Complaint Procedure

Organization: [Company]

If you wish to file a complaint you may do so by contacting:
[Manager] 
[Company E-mail]
[Company Phone]
[Company Address]
Complaints must be made in writing. Please do so by email or handwritten letter. 
Once your complaint has been filed, [Company] 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. 

Required by Houston Food Bank
“Any person or representative alleging discrimination based on a prohibited basis will be notified of their right to file a complaint within 180 days of the alleged discriminatory action. An individual who desires to submit a complaint to HFB will be notified of their right to contact the HFB customer service line 832-369-9390 or submit an email to pscompliance@houstonfoodbank.org.” 



Intake Procedures
Organization: [Company]
· Clients are served on a first-come, first-serve basis
· Clients are interviewed 
· Clients sign in or register. 
· Clients are provided with the same amount of food no matter the size of household. 
· Elderly/Disabled clients will be provided space to sit if they cannot sit for long periods of time. They will have food placed in their vehicle for them. 
· We have Spanish Translator Volunteers and/or a Translation App.

Required by Houston Food Bank
“To continue receiving USDA Foods after a certification period has ended, the neighbor will be recertified by reapplying and meeting eligibility requirements again.  Also, during the recertification period, the neighbor will be provided the TEFAP Participants Rights and Responsibility to ensure that each neighbor verbally consents to the TEFAP Participants Rights and Responsibility.”


