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TEFAP/USDA  Annual Training



Today’s Topics Include:

Overview of 
USDA/TEFAP

How is the 
program 

administered?

COVID-19 
Precautions & 

Exceptions

Who can receive 
TEFAP food?

How often can 
clients receive 

TEFAP?

What paperwork 
is required?

County 
Guidelines

What should we 
have posted?

What should we 
do if food is 

damaged, stolen, 
lost or spoiled?

How can my 
agency order 

TEFAP?

TEFAP storage 
guidelines Public Notice How & when to 

report? Training Questions & 
Answers



Overview

The Temporary Emergency Food Assistance Program (TEFAP) was 
first authorized in 1981 to distribute surplus commodities to 
households. The name was changed to The Emergency Food 
Assistance Program under the 1990 farm bill. The program was 
designed to help reduce Federal food inventories and storage costs 
while assisting the needy

This program falls under the umbrella of the United States 
Department of Agriculture (USDA)

https://www.bing.com/search?q=Temporary+Emergency+Food+Assistance+Program&filters=sid%3a7379acfe-1010-58ee-55b5-37c327f1b0bd&form=ENTLNK


Who is involved in administering TEFAP?
Food and Nutrition 

Services (USDA)

Georgia Department of Human Services

America’s 
Second 
Harvest

Feeding the 
Valley

Food Bank of 
Northeast 
Georgia

Golden 
Harvest Food 

Bank

Second 
Harvest Food 

Bank

Middle 
Georgia Food 

Bank

Atlanta 
Community 
Food Bank



COVID-19 Precautions & Exceptions

u Wearing masks and practicing safe social distancing is a requirement for 
distributing food

u We strongly encourage a drive thru method or limit the number of clients 
that are in your facility at one time

u We have information on safe distributions available on our website 
https://goldenharvest.org/our-impact/partnerships/community-partners/

u During the pandemic we have been granted the ability to complete the 
application on behalf of the client by verbally asking the information and 
inputting COVID-19 in the signature block

https://goldenharvest.org/our-impact/partnerships/community-partners/


Who can receive TEFAP Food?

Community Partners
u TIER 1 agencies may receive any 

available TEFAP product to distribute 
to clients

u TIER 2 agencies may receive produce 
and milk to distribute to clients in 
their program(s)

u All Community Partners must go 
though training and complete a 
TEFAP agreement

u TEFAP cannot be sub-distributed to 
other partners and or individuals not 
affiliated with Golden Harvest Food 
Bank

Clients
u Any client that meets the income 

guidelines can be served TEFAP food

u Resides in GA in a county within 
Golden Harvest service area



How often can a client receive TEFAP 
food?

AT LEAST ONCE EVERY 30 DAYS
THERE IS NO LIMIT ON HOW OFTEN A 

CLIENT MAY RECEIVE FOOD

CLIENTS MAY ALSO RECEIVE FOOD AT 
EACH DISTRIBUTION IF THIS IS THE 

POLICY OF YOUR AGENCY



What paperwork is required?
The Emergency Food Assistance Program 

(TEFAP) Application
Commodity Distribution Record



The Emergency Food Assistance Program 
(TEFAP) Application

u The application must be completed in its entirety

u P.O. Box numbers are prohibited

u Do not circle, check, or make notations in the income chart

u Total in household must includes the client completing the 
form

u Volunteers are required to ask if the client is at or below 
the income for their household size

u Information the client provides is self-declared 

u Due to COVID-19 you may write the clients name in the 
signature block or the word COVID-19 where applicable. 
Please indicate one or the other each time a client receives 
food.

u Authorized Representatives remain optional to your agency 
preference

u Be sure to use the current application that ends September 
2022

u Agencies that use TEFAP to cook and serve clients do not 
have use an application. However, they will need to utilize a 
menu that designates whether TEFAP was used in the meal.



Commodity Distribution Record
u This form should be completed prior 

to the start of your distribution.

u The purpose is to document TEFAP 
items that were given to clients in 
the event of a recall & to ensure all 
clients have equal access to TEFAP 
commodities.

u Agencies that serve clients based on 
household size will need to have a 
chart for volunteers to go by. 

u Agencies that operate on a client 
choice model will need to ensure 
clients have the same options 
available to them.

u Agencies that use TEFAP in meal 
preparation will need to have a 
method of tracking which items were 
used in their meal preparation.



County Guidelines

If your agency serves 
multiple counties, you may serve the 
client TEFAP commodities even if 
they do not reside in your county 
of service.

Clients must live in Georgia & within 
Golden Harvest service area.

Community Partners may opt to serve 
only the county of the agency.
Note: This does not apply to 

sponsored Mobile Food Distributions



Golden Harvest serves the following 
Georgia counties:

Burke Columbia Elbert Emanuel Glascock

Greene Hancock Jefferson Jenkins Johnson

Lincoln McDuffie Putnam Richmond Screven

Taliaferro Warren Washington Wilkes



What should we 
post at our agency?

u Justice for All poster

u Notice of Beneficiary Rights 

(Religious Organizations Only)

u Hours of Operation

u TEFAP labels in storage area(s)



Justice for All Notice of Beneficiary Rights



Discarding 
Product

All occurrences of loss, 
damaged, or spoiled product 
must be reported to the food 
bank within 3 days

The Commodity Loss Form is 
available on our website



Commodity Loss Form



Disposing 
damaged 
products include 
the following:

Ø Take pictures and or video of the product before 
and after disposal

Ø Pour bleach over the product once it is in the 
trash compactor

Ø Document any repairs done to the refrigerator 
and or freezer to make the appliance operable

Ø Document whether the appliance was discarded 
or removed 

Ø All documentation should be dated and 
witnessed at the time of the occurrence



Ordering TEFAP

uTEFAP commodities will always 
begin with the number 6 in the 
item number

uGA will be the acronym in front of 
each TEFAP item

uRemember to use the commodity 
number and name on the
Commodity Distribution Form



Storage Guidelines

All storage areas containing product obtained through GHFB 
should be locked, safe, and secure

Label all areas containing TEFAP food to include frozen and 
refrigerated product

Appliances that contain TEFAP and Non-TEFAP items should 
display the TEFAP contents on the outside of the appliance

Staff and Volunteers should easily be able to identify TEFAP 
items in storage areas 



Training

Train all staff and 
volunteers annually

Train new team 
members prior to 

their TEFAP 
distribution 
experience

Any change in 
leadership should 

be reported to 
GHFB to ensure a 
smooth transition



u Community Partners are required to notify the public 
once a year

u Public Notices must include the Non-Discrimination 
Statement 

u Examples of notifications include:

u Flyer

u Newspaper article

u Radio

u News

u Social Media

Public Notice

SAMPLE

SAMPLE

SAMPLE



How should I report this 
data?



All reports are due by the 1st of each month for the 
previous month's totals. 

Example: May’s report is due by June 1st

The total families & total people should match the USDA 
total families and total USDA people.

The exceptions are:

qIf the client was not eligible

qYou ran out of USDA/TEFAP

qYou did not serve USDA/TEFAP at every distribution



2021-2022

TEFAP/USDA 
Agreement




