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BVFB 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: 

 
● Promotes understanding of hunger 

● Inspires community involvement 

● Respects diversity 

● Appreciates every contribution 

● Responds to evolving needs 

● Demonstrates transparency 

● Practices good stewardship 

● 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. 
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Affiliations 
 
BVFB is a private nonprofit organization, affiliated with: 
 
 
Houston Food Bank 
BVFB is a Partner Distribution Organization (PDO) of the 
Houston Food Bank. BVFB serves the counties of the 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-fledged Food Bank, the 
population of the Brazos Valley is 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). 

 
 

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. 
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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. 

 
 

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.  
 
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) 
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BVFB Programs 
 
 
The majority of food distribution through BVFB’s partner network is conducted by BVFB 
Partner Agencies.   BVFB Partner Agencies are vetted organizations who commit to distributing 
food to our neighbors in need on a long-term basis (many have been open for decades!).    
 
 
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. 
 
 
If your organization wishes to learn more about the programs listed below, please reach out to 
the Agency Relations/Mobile Pantry Coordinator.  
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Following is a brief overview of current programs: 
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Specific Standards for Operating a Mobile Pantry 
(MP) 

 
 Supply food directly to individuals and families (on regularly scheduled days and times 

monthly), including food bags and/or boxes.   
 The distribution schedule must be made and displayed visibly so the target community is 

aware of the program.  Any change in dates or times of the MP must be approved in 
advance by the BVFB. 

 Distribute all BVFB product to all persons who qualify for MP assistance and not 
discriminate against any person based on one’s race, creed, national origin, religious 
affiliation or lack thereof, sex or sexual orientation, or disability.  

 Agree to visually display a Civil Rights sign in MP distribution area. 
 Agree NOT to require an individual or household to prove identity, citizenship/alien status, 

or income. 
 Have the capacity to receive and distribute food safely and efficiently according to BVFB 

standards.  
 Designate a location that it has permission to use at no cost for the MP and will 

communicate this location with the BVFB.  Any change in the location of the MP must be 
approved in advance by the BVFB. 

 Primary service must be to individuals in need. Additionally, it is the expectation of BVFB 
that MP partners will refer MP participants to other nutritional programs and services for 
which they might be eligible. (see page 13 in this manual) 

 Conform to the Mobile Pantry Agreement standard as set forth by BVFB’s Mobile Pantry 
agreement to maintain program membership status. (See Appendix, pg. 33-36.) 

 Receive services from only one Food Bank. 
 Allow monitoring visits by BVFB representatives (staff or volunteers) as requested. (See 

Appendix, pg. 69 & 70 visit forms.) 
 Collect and keep confidential records on clients and on food distribution and make those 

records available to a BVFB representative as requested.  
 Use BVFB product only in a manner related to its exempt purpose and solely for the feeding 

of people in need stated by the Mobile Food Pantry Agreement.  
 Notify the BVFB of any changes in programs, personnel, addresses, contact phone 

numbers, and e-mail addresses. 
 Agree NOT to sell food received from BVFB. 
 Agree NOT to exchange food received from the BVFB for good, services, or donations. 
 Agree NOT to charge for food bags and/or boxes distributed. 
 Agree NOT to possess weapons while operating a MP. 
 Agree NOT to manufacture, possess, sale or use any controlled substance while operating 

the MP. 
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Mobile Food Pantry Program 
 
 
 
 
A food desert is an area with limited access to nutritious and affordable food.  Mobile Food 
Pantries are a practical solution to “food deserts.”    
 
 
BVFB’s Mobile Pantry Program is designed to get food out to low-income individuals and 
families in underserved rural areas. Truckloads of food are delivered to these locations packaged 
and distributed in Family Boxes. BVFB started its Mobile Pantry program in July 2008 in 
Madisonville (Madison County, TX), and in summer 2010, the Mobile Pantry program expanded 
to include Grimes County.  BVFB’s Mobile Pantries are supported by businesses, private donors, 
and grants.   
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Mobile Food Pantry Process   
 
 

 
Overview 

 
Mobile Pantries target food deserts, and for our area, those are mostly rural settings.  In selecting a 
location for a Mobile Pantry, it is important to consider whether the space can accommodate a large 
number of cars, either parked, or in a line, without causing safety concerns for neighbors of the host site.  
County Fairgrounds, and school parking lots (when the school is not in use) can be good locations for 
Mobile Pantries. 
 
Since Mobile Pantries are generally conducted outside, it is important to plan for weather conditions:  
Heat in the summer, cold in the winter.  Remind volunteers to dress accordingly, and wear hats and 
sunscreen, when appropriate.  
 
 
 
 

Mobile Pantry Set-ups 
 
The designated location will impact the set-up of the Mobile Pantry, and how it operates.  Some Mobile 
Pantries are drive-through only, where the entire distribution takes place without clients ever leaving their 
vehicles, volunteers register clients through their car window, and load groceries into their vehicles.  This 
can be helpful in areas where the population is primarily low mobility, such as elderly or disabled 
individuals.  Other Mobile Pantries require clients to park, and go to a table to register, then, return to 
their cars to drive through for groceries.  Typically, these distributions have a building at their site that 
can be used for intake paperwork and registration.   Another setup allows for clients to park to register 
and receive groceries.  Often, with this setup, tables are set up with product, and clients “trick-or-treat”, 
picking up food from each table. (See diagrams and supply checklist, Appendix, pg. 37-40 and 41.) 
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Volunteer Roles 
 
 
There are five main volunteer roles for a Mobile Pantry; four roles during the distribution, and one 
volunteer role can be done at a different time than the day of distribution: 
 
 
Set up Volunteers:  These volunteers are responsible for prepping the Mobile Pantry, ensuring it is ready 
to distribute at opening time.  This can mean setting up tables, gathering paperwork, bagging loose 
product (such as produce), setting up awnings, etc. 
 
 
Intake Volunteers:  These volunteers are responsible for the intake and registration of clients to the 
Mobile Pantry, ensuring that the Mobile Pantry serves the intended population (those who meet eligibility 
requirements), and documenting all served at the Mobile Pantry.  Intake volunteers have two main roles 
during distribution: 
 

o Check households in 
 Check in clients, and check to see if the household has a current, 

completed intake form  
 Give forms to households without a current, completed intake, to complete 

and return (See Appendix, pg. 53-56.) 
o Verification  

 Accepting completed forms and ensuring they are filled out completely 
 
 
Food Distribution volunteers:  These volunteers are responsible for distributing food to clients.  
Depending on the set up of the Mobile Pantry, that may entail loading food directly into cars, or handing 
food to clients for them to take to their cars.   
 
Breakdown volunteers:  These volunteers are responsible for breaking down any leftover food, and all 
equipment used during Mobile Pantry, and loading items on BVFB trucks to return to BVFB.  It is 
important to leave host site as it was found, so all trash must be picked up and disposed of properly. 
 
 *Note: Setup and Breakdown can be done by intake and food distribution volunteers. 
 
 
Mobile pantries with an efficient system can expect to serve 160 clients in about 1 ½ hours with 8-10 
volunteers, or 2 hours with 6 volunteers.  We have found that 2 volunteers on Intake, and 4 volunteers on 
Food Distribution is the minimum for a smooth Mobile Pantry distribution.   
 
Reporting volunteers: These volunteers use the paperwork gathered at the Mobile Pantry to compile 
Monthly Reports on Clients served at the Mobile Pantry. (See monthly reporting - Appendix, pg. 67-68.) 
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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 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, and the Agency Relations/Mobile Pantry 
Coordinator will be in communication with your Facilitator – Mobile Pantry Coordinator.   
 
 
 

BVFB Mobile Pantry Delivery 
Requirements/Instructions 

 
 
MP deliveries will be made the day of schedule MP distributions.  Delivery will contain a mix of product, 
adequate to serve a predetermined number of households, as determined by BVFB. 
 
The BVFB driver will off load the product from the truck(s).  BVFB staff and/or volunteers will not stock 
tables/shelves, bag product, or distribute product directly to clients.    
 
 
MP Partner Requirements upon Delivery 
 

 MP volunteers will be responsible for pre-bagging, table stocking, and prep work 
of product on-site, as well as distributing product to clients.  

 MP Coordinator must inspect product upon receipt, determine appropriate 
quantities to distribute equally to expected clients, and immediately report to BVFB 
Agency Relations/Mobile Pantry Coordinator any unfit product. 

 BVFB will load any MP Product not distributed during MP operating hours, and 
return said product to BVFB’s warehouse.     
 

 
Other 
 
Mobile Pantry partners should provide a detailed map to the delivery site and include a contact name and 
phone number of the person who will be receiving the delivery  
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Handling Food Safely 
 
Hand Washing 
 
Proper hygiene and hand washing is the basis of food safety.   
 
 
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. 
Mobile Pantry partner organizations must implement food handling measures to ensure that product being 
distributed is safe, including utilizing proper equipment (such as freezer blankets) when necessary.  

 BVFB has a Produce Handling Toolkit available – please reach out to the Agency 
Relations/Mobile Pantry Coordinator if you need additional copies.   

 
 
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 any tables used before placing food on them: 
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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: 
 

● Must be used to serve the ill, needy, or infants (minor children). 
● 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 Mobile Pantry Partners 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. 
 

Mobile Pantry Partners 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 l70 (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 
● A person partially or totally incapable of self-care (including incapacity due to old age) 
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How Much Food to Distribute 
 
Mobile Pantry deliveries contain a pre-determined number of family boxes, with additional 
product, as determined by BVFB staff. Additional product may include produce, breads/sweet 
items, and protein items. Upon delivery, Mobile Pantry volunteers will determine set, uniform 
amounts of product to distribute to each household based on delivered amounts of product and 
expected numbers of mobile pantry clients. 
 

 One Family box will be given to each family.  The additional items can be split up in an 
even amount to be distributed with the family box.  During the distribution, the volunteers 
can assess the number of vehicles left at different points in the distribution and can 
determine amounts of the produce, breads and sweets to distribute all of these items.  
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Record Keeping Requirements and 
Monitoring 

 
 
Mobile Pantry Partners must maintain records relating to the food received from BVFB and how 
it was distributed. The following records must be maintained safely until the scheduled Quarterly 
Site Visit is performed. (see Appendix, pg. 70.) 
 

More detail on each below: 
 

● Household records (Intake forms): Mobile Partners 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 Mobile Pantry Partner must use this TDA approved 
BVFB intake form, H1555.  (see Appendix, pg. 53-56.)  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, pg. 42-45), as well 
as in the Agency Portal on BVFB’s website.  
 

MP Partners/volunteers cannot require clients to provide additional       
information in order to receive food assistance. 

 
 Tracking Clients at Each Distribution:  

 
o Mobile Pantry Partners must maintain an accurate record of households served 

at TEFAP distributions, in accordance with 7 CFR 251.10(a)(3). We recommend 
that Mobile Pantry Partners 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. The following records must be maintained safely until the scheduled 
Quarterly Site Visit is performed.   (see Appendix, pg. 70.)  

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

 
Mobile Pantry Partners must complete a Mobile Pantry STATs Form providing BVFB with the 
information your staff/volunteers have collected on intake forms and sign-in sheets, plus a few 
additional questions.  
 
Data collected from Mobile Pantry 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.   
 
This monthly report should include the total number of households and individuals served 
through the Mobile Pantry Partner 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 5th). The 
report provides BVFB with the information the program has collected on intake 

forms, plus a few additional questions.  
 
Please see the Mobile Pantry STATs Form, (see Appendix, page 67-68.)  
 
Contact the Agency Relations/Mobile Pantry 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 partner not 
submitting monthly reports or submitting reports late will be put on hold and will not 
be allowed to receive product. Partners will not be notified or reminded of monthly 
report due dates. 
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Probationary Status 
 
 
Programs must comply with the following BVFB requirements to avoid being placed on 
probationary status.  
 
These requirements include:  
 
Annual Agreement Renewals 
Monthly statistical reporting 
Participate in annual Site/Distribution visits 
Participate in Quarterly Paperwork Monitor visits 
Maintaining regularly scheduled service hours 
Ethical and fair treatment of clients 
Keep required paperwork up to date, which includes: 

▪ Produce Training  
▪ Civil Rights Training 
▪ Current Client Complaint Procedure 
▪ Client Intake Forms, Sign In Sheets 

 
All Mobile Partners 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 program partnership.  
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Complaint Process 
 
 
To ensure that our programs are handling all client complaints with integrity and transparency, 
BVFB requires all programs 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. 

● Must be shared with Mobile Pantry volunteers and Board Members/trustees. 
● 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 Mobile Pantry Partner client 
complaints. 

 
BVFB 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 59-60).  
 
 
 
The BVFB reserves the right to place any Mobile Pantry Partner on probationary status (which 
means temporary loss of food bank partnership privileges) if the BVFB receives more than one 
complaint from more than one client about the service of the distribution.  BVFB will investigate 
the matter with the Partner 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 Partner to rectify the 
situation, including implementing a corrective action plan. When the corrective action plan has 
been completed and BVFB feels confident in the Partner ability to prevent future complaints, 
probationary status will be lifted.  
 
The posted complaint procedures may be brief but must include all the aforementioned 
requirements.  See the Appendix for a sample written complaint procedure, pages 65. 
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Site Visits with Mobile Pantry Partners 
 
 

Purposes, Frequency and Process 
Feeding America’s assurances to its donors that food bank programs 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. 
 
The site visit is made primarily to satisfy the BVFB’s contractual obligations to the 
Houston Food Bank, Feeding America, and the USDA. It is not intended to be a 
substitute for the partner’s internal controls or supervision. 

 
 

Process of Site/Distribution Visit 
 
Each BVFB Mobile Pantry Partner organization will be visited by a BVFB representative 
(staff or trained volunteers) a minimum of once every year.  Mobile Pantry partners that need 
to improve program implementation, record keeping and/or storage may be visited more often 
until conditions are improved. Site visits serve other purposes besides meeting Feeding 
America’s requirements. 
 
 These visits give partners an opportunity to share concerns they may have about the services 

we provide. 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 organization a chance to show the good work it is doing for its clients and 

in its community. 
 
A BVFB representative (staff or volunteer) will call the partner, send a letter/postcard or send an e-mail 
message to inform the mobile pantry partner contact that a visit needs to be scheduled. (Note: Please 
afford BVFB volunteer monitors the same courtesy and respect that you would give to a BVFB staff 
member. If you are unsure if a person is actually representing BVFB as a volunteer monitor, please do not 
hesitate to contact the Agency Relations/Mobile Pantry Coordinator.) 
 
 When the BVFB representative sends a postcard or e-mail, it will include a date and time s/he 

will be in the area. The mobile pantry contact must call the BVFB to confirm/change time 
to meet.  Please do not assume that a site visit has been set up without confirming a time and 
date with BVFB staff/volunteers. 

 Please note that mobile pantry partners are generally notified about site visits, but they may be 
unannounced as needed. Unannounced visits are usually conducted when a mobile pantry is 
difficult to reach or there is evidence that there are compliance issues. 

 
This visit also serves the purpose of observing the actual distribution to ensure that proper 
signage is posted and to help with any issues that the partner may be having in the distribution.  
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What to expect in the Quarterly Paperwork Monitor Visits 
 
 The BVFB representative will talk to you in detail about your Mobile Pantry. 

 He/she will ask about who the Mobile Pantry serves, its service area, the number of people 
served, the organization’s referral system, and programs allowed to set up activities or 
outreach to clients during distribution (this list is not all inclusive). 
 

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

 The BVFB rep also will ask if any information about your organization has changed – contacts, 
hours of operation, phone numbers, mailing addresses, etc. 
 

 The BVFB representative will look over H1555 Intake Forms checking for accuracy, bring any 
areas that need attention, and these will be collected at the next quarterly visit.  The intake 
forms will also be checked against the Checklist/Spreadsheet to ensure all clients checked in 
correctly and are in compliance.   

 
 The schedule for these visits will be as follows with the months that will be 

monitored: 
 November visit – July, August, September 
 February visit – October, November, December 
 May Visit – January, February, March 
 August – April, May, June 

 
 

If the BVFB Representative finds something that needs improvement during the Visit: 
 If a record keeping violation is minor, the BVFB representative will suggest how the Mobile 

Pantry can correct the situation. 
 Any forms that need attention, will be noted at the visit so that the corrections are made  
 Forms will be collected and brought back to the BVFB office 

 
 Major record keeping or other violations may result in immediate suspension by the 

representative with approval of the Programs Director. 
 The Mobile Pantry will be notified in writing, no later than one week after the site visit, of 

action to be taken by the BVFB 
 The BVFB Programs Director will be notified when a Mobile Pantry is suspended or 

terminated. 
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County Meets/Training Opportunities 
 

 
 
 
In an effort to better serve the Brazos Valley community, BVFB initiates program meetings at 
least once a year. These meetings are intended to promote collaboration between our programs.  
We encourage our programs (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 Mobile Pantry Partners 
ahead of time to seek input on potential county meeting topics.  These meetings are for you! All 
meetings are scheduled via email by the Agency Relations/Mobile Pantry Coordinator.  
 
 

 
 
 

BVFB Mobile Pantry Partners will  
be notified of  

upcoming training opportunities via email.      
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Surveys 
 
 
Surveys are meant to gather up-to-date information while others help to determine the quality of 
service provided by the Food Bank. 
 
Some examples of surveys sent out include:       

● Surveys accessing your needs 
o Trainings 

● Surveys accessing your volunteer capacity 
o Amount of volunteers 
o Need for volunteers 
o Volunteer trainings      

● Surveys accessing your client’s needs  
o Products your clients like and do not like 
o Other assistances your clients may be looking for      

● Other survey topics as needed  
 
Surveys are typically sent out via email to the Mobile Pantry Partner’s coordinator, and typically 
take 10-15 minutes to complete.  Programs 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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Contacting BVFB 
 

Physical Address Mailing Address 

1501 Independence Ave. 
Bryan, TX 77803 

P.O. Box 74 
Bryan, TX 77806 

Main Telephone Number Fax Telephone Number 

(979) 779-3663 (979) 821-2111 

Website 
www.bvfb.org 

 

 
 

 
 

 
Staff Positions with Relevant Responsibilities 

 
 

 
  

Staff Position Telephone Number Responsibilities 

Programs Director (979) 779-3663 x 106 Grievances with BVFB 

Agency Relations/Mobile Pantry 
Coordinator 

(979) 779-3663 x 110 Agency Questions, Reporting 
Requirements, Monitoring 
Questions 

Nutrition Education 
Coordinator  

(979) 779-3663 x 109  Nutrition Information, Recipe 
Cards, Food Demos, Nudges  

Benefits Assistance Coordinator (979) 779-3663 x 105  Connect Clients to State 
Benefit Programs (SNAP, 
CHIP, etc.) 
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BVFB Hours of Operation/Availability 
 
 

 

BVFB Office BVFB Warehouse 

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

Monday through Friday 
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.  
 
 

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 
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Useful Food Bank Terms 
 

Term Definition/Meaning 
BVFB Brazos Valley Food Bank 
Commodities Groceries or “food boxes”; also used to refer to USDA 

foods 
Food Bank 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. 

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

Statistics (Stats) 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 7th of the month 
following month reported. Must be kept on file for 3 
years and 90 days. 

Soup Kitchen Charitable organization that serves (prepared) meals to 
individuals  

The Emergency Food 
Assistance Program 
(TEFAP) 

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. 

Texas Department of 
Agriculture (TDA) 

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

US Department of Agriculture (USDA) The U.S. federal executive department responsible for 
developing and executing federal laws related to 
farming, forestry, and food 
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APPENDIX 
 

You will find all forms, documents, etc. in the following 
pages.  If you need any of the forms, please contact the 
ARMPC, 979-779-3663, ext. 110 or by email 
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Mobile Food Pantry Agreement 
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Mobile Pantry Set-up Diagrams 
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Mobile Pantry Supplies Checklist 
 
 
 

 
Some of the items on the list are just suggestions from years of having a  

BVFB Mobile supported mobile distribution 
 
 

 
______     Income guidelines poster 
______     USDA forms 
______     Mobile pantry flyers 
______     Pantry List 
______     Markers 
______     Pens 
 
 
Optional Items, these will be discussed in the onboarding process: 
 
______     Post it notes  
______     Client card box  
______     Aprons  
______     Clip boards 
______     Tape 
______     Scissors 
______     Sunscreen  
______     Ponchos  
______    First Aid Kit 
______    Hand Sanitizer 
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The Emergency Food Assistance Program (TEFAP) 
 Policies & Procedures: 

 
 
Partners 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 Partners 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.   
 
TDA Approved Intake Forms  
 
To ensure that intake forms used by partners 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 on page 53.   
 
(see TEFAP Handbook, Sec 3 – Managing the Program) 
 
 
 
 
Civil Rights Training 
 
TEFAP policies require that staff and volunteers who interact with clients receiving TEFAP 
product or handle TEFAP product receive Civil Rights training each year.  
 
To demonstrate that all partner 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: 

● the name of your organization, 
● the names of all staff/volunteers who have received Civil Rights training 
● the date each staff/volunteer received Civil Rights training 
● the date each staff/volunteer must renew their Civil Rights training 
● 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 agreement renewal 
packet, to demonstrate that training has been provided for the most recent year.  
 



43 
 

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

(see TEFAP Handbook, Sec 6, Civil Rights) 
 
 
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 partners to have an internal written procedure for client 
complaints. These procedures must be shared with all staff/volunteers and Board 
Members/trustees within your organization.  
 
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, Sec 6, Civil Rights) 
 
*BVFB should be notified of all civil rights complaints within 3 business days of the initial 
complaint.   
 
 
 

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, Sec 3, Managing the Program) 
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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: 

 
 
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 form (attached). *Your agency must notify BVFB within 3 
business days if such a referral is requested.  
 
(see TEFAP Handbook, Sec 3, Managing the Program) 
 
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.  As a 
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 partners are required to sign an agreement between the contracting entity (Houston 
Food Bank) and site (your organization upon becoming a BVFB Mobile Pantry Partner).  This 
agreement has already been signed by your organization and stays in effect during the duration 
of your partnership with BVFB, see Appendix, page 86.  
 
(see TEFAP Handbook, Sec 2, Program Application)          
 

 
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)_______________________ 
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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. 

 
 

 

 
____________________________________________________________________________________________________________________ 

To access the TEFAP Policy and Handbook, please visit the link below: 
http://www.squaremeals.org/Portals/8/FND%20Forms/Program%20Handbooks/TEFAP%20Complete%2 
0Handbook_V800_171116.pdf 
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Civil Rights Training Log 
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Participant Application Process 
 
The purpose of this process is intended to provide Partners with guidance on proper 

administration process.  It is important that all  staff/volunteers are 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. Partners must not impose their own 

eligibility criteria.  Partners 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 If a 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.bvfb.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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BVFB Intake Form – H1555 English/Spanish 
Page 53-54 
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BVFB Intake Form – H1555 English/Spanish  

Pantry Systems Users – Page 55-56 
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TEFAP Participant Rights and Responsibilities Form  
English  

 

 
 
 
 



58 
 
 

 

TEFAP Participant Rights and Responsibilities Form 

Spanish 
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TEFAP Written Notice of Beneficiary Rights 
  

 
  



60 
 
 

TEFAP Beneficiary Referral Request 
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TDA CE Agreement 
this sets the rules for Programs distributing TEFAP 

 (signed when joining BVFB network or as HFB updates the form) 
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Sample Posted Complaint Procedure 
 
 

 

If you wish to file a complaint against ‘X Mobile Pantry partner’, 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 Mobile Pantry partner’ 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 Mobile 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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Mobile Pantry STATs Form – ALL Served 
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Mobile Pantry STATs Form – NEW Served 
These clients will be added into the ALL Served 
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Mobile Pantry Site/Distribution Monitoring Form 
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Mobile Pantry Quarterly Visit Form 
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Sample Food Pantry Sign 
 

Name of your Food Pantry 
 

Hours and days of distribution 
Who you serve (county, cities, etc.) 

Effective July 1, 2022 – June 30, 2023  
 
These guidelines are based on 185% of the federal poverty guidelines. 
 

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. 
 

This institution is an equal opportunity provider 

No. of 
Household 
Members 

Total Income 

Annual Monthly 
Twice-

Monthly 
Bi-Weekly Weekly 

1 $25,142 $2,096 $1,048 $967 $484 

2 $33,874 $2,823 $1,412 $1,303 $652 

3 $42,606 $3,551  $1,776 $1,639 $820 

4 $51,338 $4,279 $2,140 $1,975 $988 

5 $60,070 $5,006 $2,503 $2,311 $1,156 

6 $68,802 $5,734 $2,867 $2,647 $1,324 

7 $77,534 $6,462 $3,231 $2,983 $1,492 

8 $86,266 $7,189 $3,595 $3,318 $1,659 

 
For Each 
Additional 

Person, Add 
+$8,732 +$728 +$364 +$336 +$168 


