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What is TEFAP?

The Emergency Food
Assistance Program
(TEFAP) helps supplement
the diet of low-income
persons, by providing
groceries or meals at no

cost to the recipient.

It’s one of four food
streams Golden Harvest
Food Bank provides to
partner agencies.

RECIPIENT AGENCIES

Food pantries

Soup kitchens

Other
(e.g. shelters)

USDA State agencies
» Purchases commodities - Set eligibility rules
« Allocates ald to states « Oversee reciplent
- Oversees states agencies
- May delegate some
responsibilities

Food banks®
« Distribute food to
local organizations

TEFAP South Carolina State Manual (2023)



https://agriculture.sc.gov/wp-content/uploads/2023/05/TEFAPManual2023.pdf

Who Can You Serve?

SC Residents zyn

Clients must reside in the state of Supplemental
. ® Nutrition

South Carolina for at least one et Assistance

day I T saon | s | s Program

Income Eligible Clients .| sum | | e

Clients that meet the current o

Income guidelines S IS I

Automatic Qualifier Programs et e [ |

* SNAP

* TANF
e SSI The information needed for TEFAP
eligibility is self-declared




Who Can You Serve?

* You may not enforce any eligibility requirements beyond those outlined.

CLIENTS ARE NOT REQUIRED TO SHOW ANY DOCUMENTATION FOR
CITIZENSHIP, INCOME, FAMILY MEMBERS.

* Any other activities being conducted at a distribution site involving
USDA commodities must be clearly identified as being a separate
event.

If you provide other services, you cannot require participation or intake
information pertaining to those services for a client to receive USDA commodities

* You may not charge or solicit voluntary monetary contributions during
distribution or food service.
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Available Foods
through TEFAP:

USDA/TEFAP foods
order number will
always begin with
the #6 on the
ordering website.

The product name

will always start with
SC.

USDA food is free to
SC Agencies

Shopping Cart

Item
No.

6158523

6152036

6288512

6288512

6078821

Description

SC 111453
SHRIMP, SALAD
20/2 LB.

SC 110380
PORK CHOPS,
BONELESS

SC 111058,
SWEET
POTATOES,
12/3LBS

SC 111058,
SWEET
POTATOES,
12/3LBS

SC 111174,
MILK, 2%,
FRESH

Order

Qty.

18

24

20

28

50

Accepted

Qty.

18

24

20

28

50

UOM

CASE

CASE

CASE

CASE

CASE

Gross
Weight

720

960

760

1064

1950

Unit Packaging
Price Type

0.00

0.00

0.00

0.00

0.00

Pack Handling
Size Requirements

20/2
LB.

123
LBS

12./°3
LBS

9/
HALF
GAL

VAP
Fee

0.00

0.00

0.00

0.00

0.00

Special



Commodity Loss

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

Adjustment to Inventory
Theft or Fire

Contamination

Infestation
Freezer/Refrigerator Failure
Spoilage, mold, etc.

(1)
GOLDEN
HARVEST

................

Commodity Loss Form

Please use ths form to record all

TEFAP/USDA product that your agency throws away,

inciude pictures and or video of the items that were discarded.

Pakitond

aaaaaaa

Use the “Commodity Loss Form” to
keep an accurate record of the loss.
Give this to the Warehouse Manager
who will continue the process.

In the case of burglary, theft, or fire
obtain a police report.

When disposing of product:

- Take pictures or videos of the product
before and after disposal.

- Pour bleach over the product once it is in
the trash.

Reference: Chapter 2 of the SC TEFAP Manual (2023)
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What Should Be Posted in Pantry for SC USDA?

—
Ei | USDA/TEFAP

(ltems that begin with a 6 on the menu and have an item description that starts with SC)

!ig&aas

GOLDEN

HARVEST

EVERY MEAL MATTERS.

Label needed on all dry and
cold TEFAP storage areas. Can
also say “USDA”.
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Temperature Log

Record temperatures al least fwice per week.

y This form is 1o be posled an @éach refrigerator and freezer containing Tood from Golden Harvest Food Bank.

T E FA P/ U S DA Sto ra e Temparature controd kogs should be retamed for three yaars.
g Refrigerators and freazers should be clearadidatrostad, ata minimum, on a guarterly basis and as neaded.

EHEE.E.I’J.E.IIID&I’.EILIHS"ID id b be 0°) Fahrenhei
areas- 0 rabre sl‘hul:ll-dbcbt,?wlﬁl:.::‘:r;; 4;‘ ::h l:n:hcli

Storage Requirements:

Maintain & record Agency Name Agency Number
- Refrigerator Freezer Location/Unit Description
temperature logs twice : - :
Date Refrigerator Fresrar Tima |nitials
Temperatune Temperature

weekly.

Dry Storage Range:
50-70 degrees

Refrigerator Storage Range:
36-41 degrees

Frozen Storage Range:
O degrees

Date Refrigerator Cleaned Freezer Defrosted Time Initials




Important Note

Documenting product temperature is
important not only for food safety but also
for commodity loss claims.

 The SCDA considers inadequate
temperature control to be negligence on
. the partner agency’s part.
* Temperature control logs provide proof
that the partner has adequately stored
TEFAP commodities.
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What Should Be Posted?

0 Instruction Card:
GOLDEN Telephone Interpreting Services

HARVEST

200+ Languages
Available 24/7/365
Direct Dial: 503-484-2425

EVERY MEAL MATTERS,

The Emergency Fod Assistance Program “EEI] AN INTEHPHETEH.’ Recommendations for Using a Telephone

o . Int t
P S— Income Eligibility Guidelines nterpreter
1 v Effective 02/2024 . For Outbound Calls:
AND : cive Y 1' Dlal 1_800_CALL-CLI (1-800-225-5254) . If you need to reach a limited English proficient (LEP) individual

) at home or need a third-party dial-out, please first inform the
JUSTIC E Household Size Per Year Per Month Per Week 2. When the operator answers, tell them: CLI operator before the interpreter is connected.
- If you need a third-party dial-out " BaeEn i agopmmedylieucm SN Vg i
FOR A I L 1 $221590 $1,333 5434 e Your customer code is 469521 « At this time, you can also tell the interpreter how to proceed if
the_call goes to voicemail and what message to leave, if
R 3 - e You are calling from SC Dept of desired.
2 $30,660 $2,555 $590 : 9 e
‘ | i SO e c—— — oot Agriculture For Inbound Calls:
. Explain to the LEP individual that all information is confidential
LAk b 2 2 S 2b 3 b 3 2E 3 2E Jb b S Sk 2E b 3E S 2 3 3 3 538'?30 53’228 $745 e The |anguage you need a:de;couragequelsti(;vr:s,u information i i i
> ¢ The Name of the Food Pantry +  Speak clearly.
PSS & PR TR JeCRR Ry W e Cees & e -‘-:: ;: :"M o ':"_ . . Smile and be kind; this helps the LEP individual feel more
o . S ———— T S— ——— — D ——— 4 $46,800 $3,900 $900 3. The operator will connect you promptly comfortable.
PR ::1::-: o~ :-:-- - ;:.':w o . If face-to-face and multiple people are in the room, speak one
-.v.qv.::.- -——A-:-:-:wﬂo- e S PIPTD D e GEEEDe G at a time.
::"_Z: — .‘:':;:':::.;.'-E: e - -:-'.-r-:-:-:-:-o-‘ -:— 5 554,870 $4,573 31,055 «  Speak freely; all CLI interpreters are sworn to confidentiality,
;::;s omwe vim o =0 w;w m— et~ —— o~ — e — - CERTIFIED LANGUAGES neutrality, and the Interpreter Code of Professional Ethics.
— ..: » .‘..:‘ — .'u-' - _;:: paipy ,_:,‘.. - ._3._._.“_':. '.::..,::.. - I . Encourage the interpreter to clarify terms with you if
—— IR e e 6 $62,940 $5,245 $1,210 | CINTERNATIONAL necessary.
TE R e B S b - —— ."“"—'.'——'m'-"-"
SEsTron | Soosntomons
e — T O w— - 7 $71,010 $5,918 $1,366
TS S
S BT R T S T 1 P a—— - v— e — PP e
e ——— . o % S ot 8 $79,080 $6,590 $1,521
W G A—h. T — G LT WIS I . TV -
S —— ——— A vy T — T S — - —— ——"
i =t B @ E——— r—————— Amount per person
b ——— gy 8 5 rwn——— —
e e ccmp st above 8 $8,070 $673 8155
o ——— e < e o oy > 4 g
PN TU———— —r 1° KOO §
— camgone - [ . . .
e — —— These posters must be visible to clients.

size 11x17




Public Notification:

Each year, agencies must
provide public notification
that includes the non-
discrimination statement
found on the And Justice
for All poster.

These can include:
« Social media posts
* Fliers posted in public
spaces

GOLDEN

HARVEST i
Partner Agency Information

Agency Name Agency Name Agency Name
Agency Name Agency Name

Address, City, State Zip Code

Hours of Operation

Day, Time Day, Time
Day, Time Day, Time
Day, Time Day, Time
Day, Time Day, Time
Day, Time Day, Time
Day, Time Day, Time

USDA Nondiscrimination Statement

In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and policies, the
USDA, its Agencies, offices, and employees, and institutions participating in or adminsstering USDA programs are prohibited
from discriminating based on race, color, national origin, religion, sex, gender identity (including gender expression), sexual
orientation, disability, age, marital status, family/parental status, income derived from a public assistance program, political
betiefs, or reprisal or retaliation for prior civil rights activity, in any peogram o¢ activity conducted or funded by USDA (not all
bases apply to all programs). Remaedies and complaint filing deadlines vary by program or incident,

Persons with disabilities who require altemative means of communication for program information (e.g., Bradie, large print,
audiotape, American Sign Language, etc.) should contact the responsible Agency or USDA's TARGET Center at (202)
720-2600 (voice and TTY) or contact USDA through the Federal Relay Service at (B00) 877-8339. Additionally, program
information may be made available in languages other than English,

To file a program discrimination complaint, complete the USDA Program Discrimination Complaint Form, AD-3027, found
online at http/ Awww.ascr.usda.gov/complaint_filing_cust.html and at any USDA office or write a letter addressed to USDA
and provide in the letter all of the information requested in the form, To request a copy of the complaint form, call (866) 632-
9992, Submit your completed form or letter 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;

(2) fax: (202) 690-7442; or

(3) email: program.intake@usda.gov.

USDA is an equal opportunily provider, empioyer, and lender.



Written Notice of Beneficiary Rights for The Emergency Food
Assistance Program (TEFAP)

TEFAP Written Notice of Beneficiary Rights

[ J (]
ertten N0t|ce Of Name of Organization:
HPH H B TEFAP i orted in whol i rt by fi ial assistance from th
Beneficiary Rights: Federal Government, we are required (o letyou know that:
1. We may not discriminate against you on the basis of religion, a religious belief, a

refusal to hold a religious belief, or a refusal to attend or participate in a religious
practice;

AI | agen C ieS u Si N g 2. We may not require you to attend or participate in any explicitly religious activities

{including activities that involve overt religious content such as worship, religious
1 instruction, or proselytization) that are offered by our organization, and any
T E FA P a re req U I red tO participation by you in such activities must be purely voluntary;

post a ertten N Otlce 3. We must separate in time or location any privately funded explicitly religious

activities (including activities that involve overt religious content such as worship,
religious instruction, or proselytization) from activities supported with direct Federal

Of BenefiCiaI’y nghts financial assistance; and

4. You may report violations of these protections, including any denials of services or
benefits by an organization, by contacting or filing a written complaint with the

U.S. Department of Agriculture

Office of the Assistant Secretary for Civil Rights Executive Director
Center for Civil Rights Enforcement

1400 Independence Avenue SW

Washington, DC 202509410, or by email to program.intake@usda.gov

5. If you would like to seek information about whether there are any other federally
funded organizations that provide these kinds of services in your area, please
contact USDA Hunger Hotline:

The USDA Hunger Hotline:

« By Phone: 1-866-3-HUNGRY or 1-877-8-HAMBRE to speak with a
representative from 7:00 AM — 10:00 PM Eastern Time.

+ By Text: 914-342-7744 with a question that may contain a keyword such as
“food,” “summer,” “meals,” etc. to receive an automated response to
resources located near an address and/or zip code.

This written notice must be given to you before you enroll in the program or receive
services from the program, unless the nature of the service provided, or exigent
circumstances make it impracticable to provide such notice before we provide the actual
service. In such an instance, this notice must be given to you at the earliest available
opportunity.




Client Intake Process

Forms needed:

Daily Log Sheet
Client Application (TEFAP or SC General)

Things to consider during the interview process:

Create an inviting space where clients feel welcome and heard.
NO JUDGMENT ZONE!

You cannot require:

Identification (licenses, school IDs, or medical cards)

Social security cards, or any other proof of citizenship/nationality

Proof of income



UPDATED SOUTH CAROLINA
Soun Galna Oatnenf A TEFAP FORMS ARE RELEASED

THE EMERGENCY SUPPLEMENTAL FOOD PROGRAM (TEFAP) APPLICATION

20232024 EVERY JANUARY

TEFAP Application

Contracted Focd bank: Gelden Harvest Feod Bank
Distribmling Agency if different from Conracting Food Bank: — I

Your agency may choose to

County Mame: - Application Date
- = T “Applican lense Print Clearly ""
nt Mame Applicant Information (Flense 3 ‘]- | Date of Birth: The applicant must sign below each time after the initial request for emergency food assistance is made. Eligibility
use one application per | Appcai e A o B L s o1 o o s :
| information provided initially should be reviewed each time to determine g y to the
L = — S S E— = i
a 0 Reddemtial Address: City: | Stnte: | Zip Codu: Hame Fhoae: | My signature below certifies my continued eligibility for USDA Commodity Program assistance based on
VI I t r t t h V t h —_— — . | ———— e - qualifying program participation or gross household income at or below the limit for my household size.
Mailing Address: Ciry | Sule: | Zip Code: Cell Phene:
" . . . '— —— Homsehold Income —_ - ____ B (Client signature is optional, agency worker may write client’s name in the “Received by” field)
client to fill one application e o sty iFoo S DIANG LT85T
| mid you provide s copy of the current adjusted houschold income guidelines at 150 percent Federal Poverty Incame | Received by: Date:
. Guideline to applicant? O Yes [Na I o | - SN
annually and sign the back (S Ty St —]
L‘IMunIhI}' O Twice monthly 0 Every 2 Wecks reckly | Receivedby: Date:
. . "
f h I I I h VI I Tutal Houschold Members: Orver il _ Under 18: _ ] — Date:
] 1 authorizs the following pervens fo pick up food for me from (e Foed DMstribation Center.
I Received by: — Date:
1 = -2 _ S
N - Received by: Date:
el A vid
Approved ___ Nat Apprn Receivedby: Date:

i accondance with Frdessl ¢ +1] righis law s 115, Departmesd of Agriculiore (USDA) civil HEMs regalations and polisies, the USDA, 55 |

. . an
Apoacios, offsce, dad luyees, and institulions p gpating in or ndministering LPS0NA propres m_pmh!hlltd Trem diserisnanng —— N .
Ea C h V I S I t s h 0 u Id b e I Ogge d hﬂi!d om racE, calid, ﬂunlml oaigin, sex, dimbility, age. o reprisal or retalistion for prior covil rights activity in any prograns of sty Received by: - ) B Date:

wonduciod o Randed by the USDA

Regerved el . o Date:

. . . . '
Pe with dissbilities whe requine al means of & ication Tar program informatson (0 Elr.nl'._t. large print, audiotipe, o .
I I I L2 I l I d C I I el l p rOfI I eS Amesican Sign Language, .3 should contact the Agancy (Staic o lccal] where they applied fur benefits. |ndividuals who are deat, hard ey D

of hesring or bave sprech disshilities may coniact USTIA Seough the Federal Rolay Service af (300) BTT-8539. Addilinnadly, peugran

infonmation mey by made svailsbie in langnages oiber sean English | Received by: - Date:
updated as needed. ettt i oo 2 USDA P Do ot o, 1 47 s
Hirw 1 File & Complaint, and of any USTIA ofice, or write a beiter addréssed to LSDA and provide i the fener all of e information i ]
requeszed In the form. To request & copy of the complaint form, <47 (B8} 6330951 Submat your completed fom o lester 1o LISDA by Receivedby: [P e o Date:
{13 Mail: 115, Deperiment of Agricubess, (ffce of the Assistam! Secretary for Civil Rights, 1800 Independence Avesue, SW | Received by: Date:
Wishington, 0.C. N250-0410 Reodivediine S
[Z) Fax: (202) 6590-Tdd2; or eceived by: ate:
| 13} Email: prog efiusda g Received by: Date:
| This imstittion is s equal oppertunity provider, | Reseiveribyz,__ B - - i
Client signsture Is o ptional, ngency worker may writ chient's name in the *Receved by” field) !
I — Received by: Date:
Received by: N N Date:

Slgnatwre of Applicant: _ Dade: S

Revised 10/14/22




Partner Agency.

O pailyLog |-

Client Name MNumber USDA USDA Number MNumber
In Family Family Total In Over Under

 Only one record is - 2
required per USDA
distribution.

Daily Logs

The log is an essential tool
to track the numbers
needed for monthly
reporting.

In the case of product
recalls, daily logs will help
you know who to contact. L e e

Golden Harvest provides a Daily Log sheet on our website, but
agencies are free to keep a log in any way that they’d like — As
long as the same information is recorded!




The partner agency will treat the mobile
distribution like a normal TEFAP distribution:
TEFAP applications are completed
Food safety standards are followed
Clients need to be served in the order of which
they arrive
Log client visits on Link2Feed
Include people and families served on monthly
reporting



LyJ Client Intake Process

All agreements, log sheets, and applications
must be kept on-site for 4 years
(3 years plus the current year)




Reporting:

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

Exceptions include:
If the client was not eligible.
* You ran out of
USDA/TEFAP.
* You did not serve
USDA/TEFAP at every
distribution

Food Pantry

1. Total number of Families served this month at your pantry

2. Total number of People in the households you served

3. Total number of Families that received USDA product

4_Total number of People in the Families that received USDA product
5. Total number of Seniors (60+) served at your pantry

6. Total number of Children (under 18) served at your pantry

100

100

2
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TEFAP Checklist

This federal program requires
partner agencies to keep the
following items on the
premises:

This federal program requires
partner agencies to regularly
do the following:

A TEFAP Application
:llncome Eligibility Guidelines Poster

(11x17)
) And Justice for All Poster (11x17)
:I Language Interpretation

Services Sign
DWritten Notice of Beneficiary Rights

L) “TEFAP"/“USDA” labels for dry and

cold storage areas

L TEFAP Manual (2023)

L Post a Public Notification
annually

u Report client visits on the
Link2Feed website for every
distribution that includes
TEFAP

] Submit monthly reports that
include the number of clients
who were given/served

TEFAP products

(] On Site Kitchens: Keep
dated, written descriptions of
meals served with TEFAP
products — AKA a menu




Question

Can we distribute TEFAP products without paperwork?



NO

You must use the TEFAP application and the daily log sheet for
every TEFAP distribution.

Link2Feed does not replace physical paperwork.




Question

Do we ask for income verification?



YES

Each client will need to be asked verbally if they are at or below the

income eligibility guidelines (that you have visible) for their
household.

Income is self-declared, we do not ask for proof.

Note: This does not apply to agencies that serve meals.



Question

Do we ask for identity verification?



NO

For TEFAP distributions, a photo ID is not required.

You may ask for one to help with filling out intake paperwork, but
you may not turn away a visitor for not providing one.

* |[D can be expired.

* Never ask for identification of household members, especially
minors.

* Never keep copies of identification.




Question

Are we allowed to serve residents outside of our pantry’s county?



YES

The only requirement is that the client resides in South
Carolina for one day.

Residency is self-declared, we do not ask for proof.




Question

We lost USDA product, what should we do?



JUtilize the Commodity Loss Form

dReport the loss within 3-10 business days to the Warehouse
Manager

JObtain a police report in cases of burglary, theft, or fire



Scenario

A local organization, Do Good Now, has moved its pantry into a
new space after experiencing some issues with water damage.

Once everything is set up in the new storage space, their

coordinator from the Food Bank will need to inspect it for

compliance before they can continue with their drive-thru
distributions.

Andre, the pantry’s director, wants to make sure the correct
signs are posted inside of the pantry so that the organization is
following TEFAP guidelines and can put in their next order.



Which sign should Andre remove?

Location: One on each of
their two refrigerators and
chest freezer

GOLDEN

7 HARVEST &2kt

Temperature Log

Record temperatures al keast fwice per week.

This form isto be posted on each refrigerator and freezer containing faod fram Golden Harvest Food Bank,
Temparature contred logs should be rataned for three years.

Refrigerators and freazers should be cleanad/defrosted, at a minimum, cn a guarterly basis and as needed.

Ergazor temperatura should ba below zero (0°) Faheanheit
dhrigerabor temperatisre should be between 327 - 40° Fahrenheit

Agency Name Agency Mumber
Freezerd Location/Unit
Date Refrigerator Freazer Time Initials
Date Refrigerator Cleaned Freezer Defrosted Time Initials
[ I [ |

AND
JUSTICE

FOR ALL

LaE A 2 2E b b b b b AE Sb b 2 2h Sb S 2h S 2 Sh 2 2

a g

T VU -0 T8 - . ————— T ———
- A, . - ——— T4 - —

W-\nv»ﬁ»--‘ Gl eans, o

- W ey - WY — W >

TR B — . W —— —— —— 5 Saliptw _—e

- h o . . e e @
- —

S . $T ) S T —— B S0Pt SEP ST G
—— — . —— — T —— ceen o eemm = e e ete m
S A, w—————— o (Ll
-G DT—— TV S — T - W e e .y TV b e
—— —— - ———— T — - T — "
- o — —— ——— —-——
- a . o ————
. . et beete s - Rt Bt
S —— — Some gt
bh - A3 DL S
el o e e e e 4 ——
- b ——— -
ot S ) S — D
- -~
r——— sy e e e -
T ——— . — — Sl G
- ——————

Location: On the door to the
entrance of their food pantry

storage room

USDA/TEFAP

(Items that begin with a 6 on the menu and have an item description that starts with SC)

0

GOLDEN

HARVEST iiit

EVERY MEAL MATTERS.

Location: One on their shelf
reserved for USDA products and
one on their chest freezer




et
|~......,.- v g o p——
FURLS & PR TS SOy @ e e e

Do Good Now uses a drive-through system for
its distribution.

That means posting the “And Justice for All”
poster on the door of the pantry is not
effective.

This poster must be accessible to clients.
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