
South Carolina TEFAP Training



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.

TEFAP South Carolina State Manual (2023)

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


Who Can You Serve?

SC Residents

Clients must reside in the state of 
South Carolina for at least one 
day
Income Eligible Clients

Clients that meet the current 
income guidelines 
Automatic Qualifier Programs

• SNAP

• TANF

• 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. 



TEFAP Commodities



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



Commodity Loss

All occurrences of loss, 
damaged, or spoiled product 
must be reported to the food 
bank within 
3 – 10 business days.

Causes of Commodity Loss
Adjustment to Inventory 
Theft or Fire
Contamination
Infestation 
Freezer/Refrigerator Failure 
Spoilage, mold, etc.

Reference: Chapter 2 of the SC TEFAP Manual (2023)

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. 



Storage



What Should Be Posted in Pantry for SC USDA? 

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



Storage Requirements:

• Label all dry and cold 
TEFAP/USDA storage 
areas.

• Maintain & record 
temperature logs twice 
weekly.

Dry Storage Range: 
50-70 degrees

Refrigerator Storage Range: 
36-41 degrees

Frozen Storage Range: 
0 degrees



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.



Distribution & Intake Process



What Should Be Posted? 

These posters must be visible to clients.

size 11x17



• 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 

Public Notification:



• All agencies using 
TEFAP are required to 
post a Written Notice 
of Beneficiary Rights

Written Notice of 
Beneficiary Rights:



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



TEFAP Application

• Your agency may choose to 
use one application per 
visit or opt to have the 
client to fill one application 
annually and sign the back 
of the form each visit.

• Each visit should be logged 
in L2F and client profiles 
updated as needed. 

UPDATED SOUTH CAROLINA 
TEFAP FORMS ARE RELEASED 

EVERY JANUARY



Daily Logs

• Only one record is 
required per USDA 
distribution. 

 
• 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. 

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! 



Mobile Food Pantries (MFPs) 

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 



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



Recap



❑TEFAP Application

❑Income Eligibility Guidelines Poster 

(11x17)

❑And Justice for All Poster (11x17)

❑ Language Interpretation 

Services  Sign

❑Written Notice of Beneficiary Rights

❑“TEFAP”/“USDA” labels for dry and 

cold storage areas

❑TEFAP Manual (2023)

TEFAP Checklist

❑Post a Public Notification 
annually 

❑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

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:



Question

Can we distribute TEFAP products without paperwork?



Answer

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?



Answer

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?



Answer

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.
• ID 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?



Answer

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?



Answer

❑Utilize the Commodity Loss Form

❑Report the loss within 3-10 business days to the Warehouse 
Manager

❑Obtain 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

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

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



Answer

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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