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	The Emergency Food Assistance Program (TEFAP) 
Distribution Site Review

	Distribution site/organization name
     
	Review date and time
     

	Address
     
	City and county
     
	Phone
     

	Distribution site contact name
     
	Email address
     

	Reviewers name and agency
     

	Type of distribution site: Pantry (|_| Fixed   |_| Mobile)   |_| Meal site   |_| Shelter

	Days and hours of operation:
     
	No. of distributions/month:
     
	TEFAP participation per month:
[bookmark: Text1][bookmark: Text2]TEFAP No. Participants:       
TEFAP No. Meals:      

	Describe the distribution method (drive through, walk in), is there food choice, is food quantity scaled for number in household, how many times may participant receive TEFAP/month?      


	Yes
	No
	N/A
	A. Civil rights/operational requirements (FNS Instructions 113-1)

	|_|
	|_|
	
	1. All staff and volunteers who interact with clients have documentation of receiving civil rights training annually. Review civil rights documentation.

	|_|
	|_|
	
	2. Have there been any civil rights discrimination complaints within the last year?

	|_|
	|_|
	
	3. Is the Federal “And Justice for All” poster displayed and visible to all clients?

	|_|
	|_|
	
	4. Is there a limited English proficiency plan for interpretation service?

	|_|
	|_|
	
	5. Beneficiary protections form written notice provided at application or posted in participant view? (7 CFR Part 16(f) and USDA FD-155) Describe location of form. 

	|_|
	|_|
	|_|
	6. If a religious organization, are religious activities separate from TEFAP activities? 
(USDA FN-142)

	Describe/comments:

	     

	Yes
	No
	N/A
	B. Distribution

	|_|
	|_|
	
	1. Is the distribution site signage and site hours clear and visible to participants? 
Describe how the pantry advertises its services.

	|_|
	|_|
	
	2. Does the pantry advertise its services; does it credit this site as a TEFAP distribution site? Describe methods of advertising. 

	|_|
	|_|
	
	3. Do they adhere to the prohibition against assessing fees for USDA foods? (7CFR 250.1 (b))

	|_|
	|_|
	
	4. Monthly participant report submitted to coordinator monthly? Describe how and by whom. 

	Comments:

	     

	Yes
	No
	N/A
	C. Eligibility determination (skip for meal sites and shelters)

	|_|
	|_|
	
	1. Is paper intake form used? Describe form used.

	|_|
	|_|
	|_|
	1.a. If application is not F-40059 does it include any information not included on 
F-40059? Explain in comments.

	|_|
	|_|
	
	2. Is electronic intake system used to establish eligibility? Explain system, and software used. 

	|_|
	|_|
	|_|
	2.a. Does electronic application include any information not included on F-40059? Explain. 

	|_|
	|_|
	
	3. Are current Income Eligibility Guidelines used and is income self-declared?

	|_|
	|_|
	
	4. Are eligibility forms/records kept on file for current year and three previous years in a secure location with access only by authorized staff? (7CFR 251.10(3)(4) FD-036 Local Level Record Keeping) Explain where/how files are kept secure.

	|_|
	|_|
	|_|
	5. Is proxy used, if yes are records kept for current year plus three years? View a copy of the form if not using F-40059 and files. Explain how proxy is achieved, review form.

	Comments:

	     

	Yes
	No
	N/A
	D. Receipt, storage requirements: (7 CFR 250.14a)

	
	
	
	1. TEFAP dry/frozen foods are: |_| Delivered by the ERA
|_| Picked up by the distribution site   |_| Direct shipped to this location   |_| Other


	
	
	
	2. TEFAP fresh food (milk, fresh fruit/produce) are: |_| Delivered by the ERA
|_| Picked up by the Distribution Site   |_| Direct shipped to this location   |_| Other


	|_|
	|_|
	
	3. Are TEFAP foods stored off the floor and storage areas clean and free from hazards or pests? Inspect dry, refrigerated, and freezer storage areas. Explain pest control plan.

	|_|
	|_|
	
	4. Are there safeguards against theft or other loss? Explain safeguards.

	|_|
	|_|
	
	5. Are temperatures taken and documented regularly in the dry storage area, refrigerated storage, and freezer storage? Review temperature logs.

	|_|
	|_|
	
	6. Are temperatures within proper storage ranges? Describe any equipment of concern

	Comments:

	     

	Yes
	No
	N/A
	E. Inventory control requirements (7 CFR 250.14b)

	|_|
	|_|
	
	1. Are TEFAP foods separated or distinguishable from non-TEFAP commodities?

	|_|
	|_|
	
	2. Is an inventory kept for TEFAP commodities such that foods are ensured to be distributed within 6 months. Check dates of several product in each storage type. 

	|_|
	|_|
	
	3. Is the first in, first out (FIFO) distribution method being utilized (FD-107 Storage and Inventory)? Describe method that is being used to date inventory and rotate stock. 

	|_|
	|_|
	
	4. Are all USDA TEFAP food receipt records maintained on file for (3) fiscal years from the end of the last fiscal year? Review agency’s files.

	|_|
	|_|
	     %
	5. What percent of food inventory is TEFAP of total inventory? Observe TEFAP as percent of distribution or count inventory or by poundage if data is kept by site. TEFAP cannot be more that 50% of inventory. Select yes if less than 50% or no if more than 50% and list as a debit. Site needs to work to source other foods to reduce TEFAP reliance.

	Comments:

	     

	Yes
	No
	N/A
	F. Meal sites and shelters only

	|_|
	|_|
	|_|
	1. Food safety training held by at least one member of kitchen staff: Names and training certifications and dates.

	|_|
	|_|
	|_|
	2. Are meals served to: |_| Recipients in shelter   |_| Open to community   |_| Both

	Comments:

	     

	Are deficiencies found? |_| Yes, detail below   |_| No
	Follow up review needed: |_| Yes   |_| No

	List area(s) of concern, identify the section and provide details of corrective action(s)/comments needed:      

	Deficiencies resolved: |_| Yes   |_| No   Date:      

	Identify the section (A, B, C, D, E, F) and add additional comments below on how deficiencies were resolved and any further information:

	     

	General comments/suggestions:

	     



