
TEFAP
THE EMERGENCY FOOD 
ASSISTANCE PROGRAM

Policies and Procedures Annual 
Training



Why are we here? 

Agencies must train staff and volunteers before they initially assume any TEFAP duty 
and each program year thereafter. 

Training must be documented, and the records retained for 4 years. 

Training

Training must include the following tasks:

• Properly transporting, storing, handling, and using USDA Foods

• Applying eligibility criteria for households 

• Following written application procedures 

• Ensuring client rights (including civil rights requirements) 

• Following complaint procedures 

• Processing household applications or requests for meals in the contracted 
service area

• Assisting applicant households to complete their applications

• Referring residents from other contracted service areas to locations where 
they may apply for USDA Foods 

Record of training

Agency Partners must record trainings and attendees (sign-in sheets) which 
includes:

• date of training,

• location of training,

• training topics,

• name(s) and signature(s) of attendees,

• name of the trainer. 

A copy of this training will be available to use at any time. 

The Training Log will be required each year 
with the agency renewal process.

(see TEFAP Handbook, Sec 3, Managing the Program)



Introduction

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.  

As you know, 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.  



Understanding 
the Terms

◦ 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 withing the state of Texas, which is 
responsible for matters pertaining to agriculture, 
rural community affairs, and related matters

◦ US Department of Agriculture – USDA

◦ The US federal executive department responsible 
for developing and executing federal laws related 
to farming, forestry, and food



TEFAP

The Emergency Food Assistance Program 
(TEFAP) was established in 1983 by the 

Emergency Food Assistance Act. The legislation 
directed the United States Department of 
Agriculture (USDA) to distribute federally 

purchased commodities, such as fruits, 
vegetables, dairy, meats, and grains to food 

banks, food pantries, soup kitchens, and other 
emergency feeding organizations serving low-

income Americans

TEFAP provides food and funds to states and 
emergency feeding organizations through 

three main components: entitlement 
commodities, administrative grants that 

support storage and distribution, and USDA 
donated commodities (also called “bonus 

commodities”). The federal regulations (7 CFR 
250 and 7 CFR 251) for TEFAP food 

distribution and storage and distribution 
funds are fairly brief, leaving many decisions 
about the operation of the program to states. 







Contracting Entity (CE) – an entity that holds a 
TEFAP Agreement with the Texas Department 
of Agriculture (TDA) to receive, store, handle, 

and deliver USDA Foods.

Sub distributing Agency – An entity (usually a 
food bank) that holds a TEFAP Agreement with 

a CE.  Not all CEs have sub distributing 
agencies.

Site – A place at which an emergency feeding 
organization (EFO) certifies applicant eligibility 

and/or distributes USDA Food packages or 
meals to needy persons.  A site may work 

directly with a CE or a sub distributing agency.  
A site can include, but it not limited to, a food 

pantry or soup kitchen. 

Participant – Clients/Neighbors in Need

Click below or look up the URL below for the entire
TEFAP Handbook

Policy and Handbook for TEFAP (squaremeals.org)

https://squaremeals.org/Programs/The-Emergency-Food-Assistance-Program/Policy-Handbook



TEFAP 
Agreement 

Between 
Contracting 

Entity and Site

See the agreement on 
next 4 slides

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

(see TEFAP Handbook, Sec 2, Program Application)                                                                              



CE Agreement

This agreement is signed once 
you become an Agency Partner.

This form will only be updated 
as Houston Food Bank 

updates signatures.  
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These are HFB 
(CE) and BVFB 

responsibilities to
the Agency 

Partner
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These are the 
Agency 
Partner’s 

responsibilities
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Signature page – ensures 
that you, as a partner with 
BVFB, agree to the rights 
and responsibilities and 
understand what you are 
responsible for and also 
what BVFB is 
responsible for.
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TDA Approved 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 intake form has been approved 
by the TDA, which is why pantries must 
use the H1555 form provided by BVFB. 

See slides 16&17.

(see TEFAP Handbook, Sec. 3, 

Managing the Program)



Eligibility Criteria 
Residency and Identity

◦ Residency - At the time of application, households must have established residency within the 
service area. While federal regulations state that a minimum length of residency is not required to 
establish eligibility, the intent of the program is to serve individuals who live in the area and are not 
visiting temporarily. Overnight residency or an overnight stay does not meet the intent of the 
regulation.  
◦ We may ask but must not require any applicant or participant to provide proof of residency. 

Agency Partners must provide USDA Foods to all participants even if they cannot or will not provide 
proof of residency. 

◦ If someone lives outside of your service area, you may serve them and refer them to pantries in their 
area.

◦ Identity - We may also request but must not require any applicant or participant to provide proof of 
identification (ID). We must provide USDA Foods to all participants even if they cannot or will not 
provide ID. 
◦ Examples of ID include, but are not limited to, birth certificates, driver’s license, military ID, and 

state-issued ID.

(see TEFAP Handbook, 3, Managing the Program)



H1555 Intake 
Form- Front

GEOGRAPHIC REQUIREMENTS - To qualify 
for USDA Foods distributed for home 
consumption, members of households must 
be Texas residents. 

RECIPIENT REQUIREMENTS - Agencies may 
ask for proof of ID; however, this cannot be 
a barrier to receiving TEFAP

CROSS ELIGIBILITY OF MEANS-TESTED 
PROGRAMS - Clients are deemed 
automatically eligible to receive TEFAP if 
they are enrolled in any of the following 
programs: 

• SNAP • TANF • SSI • NSLP • Medicaid

We also have Russian and Ukrainian 
translations. You may contact the ARMPC

if you would like these versions.



H1555 Intake 
Form - Back

Agency Partner 
staff/volunteers are 

verifying that the client 
meets the guidelines for 
the program based on 

the information they put 
on the form, not the 

factual accuracy of the 
information entered by 

the client. 



TEFAP 
Participant 
Rights & 

Responsibilities

See English and Spanish 
versions on the next 2 

pages

◦ 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 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)







Faith Based 
Agency Partners:

The Emergency Food 
Assistance Program 

Written Notice of 
Beneficiary Rights 

See English and Spanish versions on the 
next 2 slides, followed by the Emergency 

Food Assistance Program and the 
Commodity Supplemental Food Program 

Beneficiary Referral Request Form.

◦ 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 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. 

◦ You will fill out your information in the spaces below (located at the top of the form):

◦ 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. 

*Your agency must notify BVFB within 3 business days if such a referral is requested. 

(see TEFAP Handbook, Sec 3, Managing the Program)

 
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)____________ 
 



English version of  
this form.  

Please fill out your
information on the 

top of the form.



Spanish version 

of this form.

Please fill out your
information on the 

top of the form.



Emergency Food 
Assistance Program and 

the Commodity 
Supplemental Food 

Program Beneficiary 
Referral 

Request Form

Note:

Should a client ask to be 
referred to another distribution 
agency, your agency must use 

this form.

Your agency must notify 
BVFB within 3 business days 
if such a referral is requested



Client 
Complaints 

See example on next slide

◦ We learn in the yearly Civil Rights Training Course that we must provide 
the clients with the information needed to take care of a complaint if needed.  

◦ 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/employees and your Governing Body. 

◦ 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, how the complaint should be made and the 
time frame of when the client should expect to be contacted with a 
resolution.  See the example on the next slide.

◦ 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. Any complaint involving discrimination based on race, color, 
national origin, sex, disability or age qualifies as a civil rights complaint.  



This is an 
example of a 

Complaint 
Procedure –
draft your 

procedure to fit 
your program

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.



Civil Rights Training

Link to online training:

http://squaremeals.org/FandNResources/Training/CivilRights.aspx

Contact the ARMPC for a 
PowerPoint Version

979-779-3663 Ext 110

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

◦ 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:

 the name of your organization,
 the names of all staff/volunteers who’ve 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, PowerPoint -

BVFB, group 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, Sec 6, Civil Rights)



Nondiscrimination Statement

Flyers/ Websites/Social Media/
Printed Program Information

If your group has a website or 
if you use flyers or any printed 
information that mentions your 

program and also mentions 
BVFB food that is handed out 

to your clients, it must have the 
nondiscrimination statement 
printed somewhere on the 

flyer/printed information/social 
media

◦ The CE and site must provide the following nondiscrimination statement and complaint-filing 
procedures in all applications and on all TEFAP materials that are produced for public information, 
public education, or public distribution

◦ In accordance with federal civil rights law and U.S. Department of Agriculture (USDA) civil rights 
regulations and policies, this institution is prohibited from discriminating on the basis of race, 
color, national origin, sex (including gender identity and sexual orientation), disability, age, or 
reprisal or retaliation for prior civil rights activity. 

◦ Program information may be made available in languages other than English. Persons with 
disabilities who require alternative means of communication to obtain program information 
(e.g., Braille, large print, audiotape, American Sign Language), should contact the responsible 
state or local agency that administers the program or USDA’s TARGET Center at (202) 720-2600 
(voice and TTY) or contact USDA through the Federal Relay Service at (800) 877-8339.

◦ To file a program discrimination complaint, a Complainant should complete a Form AD-3027, 
USDA Program Discrimination Complaint Form which can be obtained online at: 
https://www.usda.gov/sites/default/files/documents/ad-3027.pdf, from any USDA office, by 
calling (866) 632-9992, or by writing a letter addressed to USDA. The letter must contain the 
complainant’s name, address, telephone number, and a written description of the alleged 
discriminatory action in sufficient detail to inform the Assistant Secretary for Civil Rights (ASCR) 
about the nature and date of an alleged civil rights violation. The completed AD-3027 form or 
letter must be submitted to USDA by:

◦ (1) mail: U.S. Department of Agriculture Office of the Assistant Secretary for Civil Rights 1400 
Independence Avenue, SW Washington, D.C. 20250-9410; or 

◦ (2) fax: (833) 256-1665 or (202) 690-7442; or 

◦ (3) email: program.intake@usda.gov 

◦ Condensed Nondiscrimination Statement (to be used when the entire statement is too large) –
“This institution is an equal opportunity provider”

(see TEFAP Handbook, Sec 6, Civil Rights)



FOOD SAFETY 
Properly transporting (if not delivered), storing, handling, and using USDA Foods.

◦ USDA Foods must be stored in safe and secure conditions. 
◦ Items must be stored on pallets or shelves with 6 inches of clearance from the floor and walls and 2 feet of clearance from the ceiling.
◦ Security measures to prevent theft in place.
◦ Storing foods away from pesticides, cleaning supplies, and paper products.
◦ Maintaining all storage areas in a clean and orderly condition.

◦ Temperature: Products must be stored at temperatures recommended by state and local health codes. 
◦ USDA Foods Product Information Sheets may provide shelf-life information for a product at various temperatures. Products should not spoil during the shelf life; however, 

storage at higher temperatures increases the likelihood of insect infestation and may shorten shelf life.  Partners should verify food temperatures on delivery and annotate the 
receiving document when proper temperatures are exceeded

◦ All cold storage must have thermometers.  Cooler and freezer temperatures must be checked and recorded during:

• a minimum of every other day

• immediately after a power loss is known or suspected

• late each Friday afternoon and early each Monday morning (if operations are suspended during weekends)

* Refrigerators must be kept between 34 and 40 degrees. 
* Freezer temperatures must be between -15 and 0 degrees. 

◦ Grains must be refrigerated from May to September.

(see TEFAP Handbook, Sec 4, USDA Foods)



Option 1:

Storing  USDA 
with other 

BVFB foods
◦ All food is on the same 
shelf, but marked with a 
sign

◦ USDA items can be 
marked if they are kept on 
the same shelf.  

◦ The important thing to 
that you are able to point 
out USDA foods in the 
event that a USDA 
representative performs a 
visit. 

◦ Also, any loss of USDA 
food must be reported –
your separation or 
marking method will help 
in the event  you need to 
fill out the Report of Loss 
of USDA Foods form.



You may choose to keep your 
USDA on a separate shelf.
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UPDATE PICTURES!!!!!

OPTION 2:

KEEPING USDA 
SEPARATE FROM 
OTHER FOODS

USDA FOODS 
ARE ON 

THE LEFT, 
NON-USDA ARE 
ON THE RIGHT 
ON SEPARATE 

SHELVES



Reporting Loss of 
USDA Foods 

page 1 of 3

Any loss, theft or damage of USDA product must be reported to 
BVFB within 24 hours of the occurrence.

BVFB must submit an official report to TDA within 24 hours of the initial 
occurrence, with supporting documents listed on the next slide. Your agency 
must cooperate with BVFB and provide documentation to explain/support 
claims of loss. 

 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.

 If USDA 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, Sec 3, USDA Foods



Report of Loss 
of USDA Foods 

-
Documentation

Depending on the nature 
of the loss, these required 

documents must be 
submitted with the H1638 

Form (see next slide)
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Any loss, theft or damage of 
USDA product must be reported 
to BVFB within 24 hours of the 

occurrence with proper 
documentation. 

For the purpose of this form, the 
wording “Type of Food Donated” 

refers to USDA foods items. USDA 
and TEFAP consider the food as 

donated to food banks.  

You may contact the ARMPC for a copy 
of this form.

979-779-3663 ext.110
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Intake Process

 We ask each partner for their written Intake 
Process.  

 This written intake process is used during the 
Distribution Visit.  

 While doing the monitor visit of the 
distribution, it helps us understand the steps 
that the clients go through while being 
served and ensure compliance with TDA 
regulations.

 This is a compliance rule by TDA/USDA



Written Intake Procedures
The intake process can be as brief or as in-depth as necessary. 

Basically, it just looks like step-by-step instructions for your intake process –
as if you were training a new employee/volunteer.  See the example on the next slide.

Your agency’s written intake process needs to 
include a statement of your agency’s procedure for 
accommodation of disability
(how an elderly/disabled person is assisted) 

Examples: 

◦ Partners can make programs accessible to 
persons with disabilities by taking the 
following steps: 

◦ Providing Curbside pickup or home 
deliveries

◦ Assigning aides to assist participants 

◦ Redesigning equipment o Rearranging 
furniture 

◦ Volunteers can offer to fill out the form for 
the client and then have the client sign the 
form

Your agency’s written intake process also must 
include a statement of how someone who has 
limited English proficiency would be assisted.

Examples:

◦ Volunteers who speak Spanish 

◦ Using an app to assist with language 
barriers

(see TEFAP Handbook Sec 3, Managing the Program and                   
Sec 6, Civil Rights)



The intake process can be as 
brief or as in-depth as 

necessary. 

Serving client with disabilities will be 
discussed in annual Site Visits.  This 

is also part of the Civil Rights 
Training.  It is very important that we 
make plans to serve someone that is 

in a wheelchair or someone that is 
deaf or have other disabilities.

(see TEFAP Handbook Sec 3, Managing the 
Program and Sec 6, Civil Rights)

We ask each partner for a Written Intake Process.  Below is just a rough guideline of what we 
need for your file.  Please tailor this to your exact intake process. So that if someone were 
just looking at these instructions, they would know how to properly serve a client

Example:
1. Clients are served on a first-come, first-serve basis
2. Clients are interviewed 
3. Clients fill out x documentation
5. Clients are provided the same amount of food no matter the size of household (or)

amount of food varies depending on household size.

Elderly/Disabled clients will be provided space to sit if they cannot sit for long periods of 
time.

We have Spanish Translator Volunteers and/or a Translation App



We cannot:

*require a client to join any 
meeting(s)

*require any payment of dues

*require proof identity

*require proof of citizenship

*require proof in income

*require a client to join in prayer



BVFB & 
YOU!

◦ Thank you for 
participating in our 
training.  

◦ Always remember, 
we are each a piece 
of the puzzle!  We 
would not be able 
to make this work 
without each of our 
partners!  


