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Presenter Notes
Presentation Notes
Welcome to The Emergency Food Assistance Program (TEFAP), informational module that will cover TEFAP site agreements and record keeping requirements. 



" DHS TEFAP Grant Contracts with
Eligible Recipient Agencies (ERAS)

Scope of Work (SOW) with
Wisconsin Department of
Health Services

- Signed yearly as part of
grant contracting
documents

- Outlines responsibilities of
TEFAP Eligible Recipient
Agencies (ERAS)

This institution is an equal opportunity provider.



Presenter Notes
Presentation Notes
Every year in the fall, as the next Federal Fiscal year starts, the Department of Health Services, (DHS), signs a grant agreement with each of its Eligible Grant Recipient Agencies—known as ERAs. The ERAs include both Community Action Agencies and Food Bank partners.  

The grant agreement includes a Scope of Work that outlines the ERA’s responsibilities as a TEFAP grant partner and gives them information on the TEFAP grant budget they will receive, as well as how to bill for the work they do.   



ERA Scope of Work(SOW)
Records

Obtain signed site agreement from all TEFAP
distribution sites yearly preparing for new
federal fiscal year

Maintain site agreement record

This institution is an equal opportunity provider.



Presenter Notes
Presentation Notes
The Scope of Work outlines an ERA’s grant responsibilities and the records that must be kept as part of these responsibilities.  

Each new federal fiscal year an ERA coordinator will obtain a signed site agreement with each distribution site (a food pantry, a meal site, or a shelter), in their area. This is a requirement. The site agreement record must be kept for the current year plus an additional three years. 

The Department of Health Service’s TEFAP area will provide a blank site agreement for you to use with distribution sites; these are available for paper signature or as an electronic signature document, if you prefer.

These records will need to be kept electronically and shared with Department of Health Service’s TEFAP area as needed, or during ERA management reviews. 


ERA Record Requirements

Verify Civil Keep ERA Civil See suggested

Rights training Rights training training on DHS

at ERA and records website or in

distribution subsequent

sites training module
“Civil Rights” in
this series

This institution is an equal opportunity provider.



Presenter Notes
Presentation Notes
ERAs must verify that civil rights training has occurred annually for the Eligible Recipient Agencies, and the distribution site staff and volunteers. These training logs are a record and must be kept. 

Suggested trainings on civil rights can be obtained on the Department of Health Services TEFAP website. There is a training module dedicated to the topic of civil rights, specifically. 




ERA Record Requirements

Keep an up-to-date record in Salesforce
Distribution site contact names, phone, emails

Days and times of TEFAP distribution

This institution is an equal opportunity provider.



Presenter Notes
Presentation Notes
ERAs must keep a current record in Salesforce of their distribution sites. 

The record must contain the current site name, site contact's name, phone and email address. 

Also required is the location and days and hours that distributions occur. 

Please, contact your TEFAP State Coordinator for more information about how to get Salesforce account access and training. 




ERA Record Requirements

Verify that distribution sites are current on the 211 portal

Verify that TEFAP is represented on the distribution site’s
website

Verify that TEFAP distribution is publicly advertised, and
the methods of advertising used

Verify that the Federal Civil Rights nondiscrimination
statement is on all TEFAP literature and websites

This institution is an equal opportunity provider.



Presenter Notes
Presentation Notes
ERAs must verify that the civil rights public noticing is occurring for each of its distribution sites. This includes verifying 211 information is current, that TEFAP information is available on the distribution site’s web page (if applicable), and that the distribution site is publicly advertising the program’s availability.  

There are various methods to publicize the program per Federal requirements; using an electronic platform such as Facebook, posters, newspapers, radio, may all be used to publicize the TEFAP program.

Lastly, it should be verified that the Civil Rights nondiscrimination statement is on all TEFAP literature and webpages. 


ERA Record Requirements

Track large cost Include the
item purchases item purchased,
with full or date, location,
partial TEFAP and cost

grant funds

Keep grant
fiscal receipts,
ensuring grant
expended for
allowable uses

This institution is an equal opportunity provider.



Presenter Notes
Presentation Notes
ERAs must also keep financial records. TEFAP grants require USDA federal grant funds be spent only for allowable expenses and receipts need to be kept to back-up expense purchases. 

Purchases made wholly, or partially, with TEFAP federal grant funds must be kept on an equipment tracker record. This record should include the item purchased, the date purchased, location the equipment is kept, and the cost. 

Equipment and other large purchases are considered federal property of the program for 10 years after a purchase. If during this time the equipment needs to be relocated or removed from its original use, please contact your TEFAP Coordinator for proper policies.  



S Ite Conduct a site review of 50%
. of distribution sites each year
Rev lew and keep review form and

follow-up records

Records

All sites must be reviewed
e —— every two years

--‘-\t" ‘Cl‘ -ba [y — —
. ‘Records :

Form F-1764 Distribution Site
Review is used for all types of
distribution sites. Complete all
lines and include observations

This institution is an equal opportunity provider.



Presenter Notes
Presentation Notes
ERAs are required to conduct onsite pantry reviews of 50% of their distribution sites each federal fiscal year. All distribution sites must have a review every two years. 

Site reviews should be conducted during distributions and should be recorded on Form F-1764 Distribution Site Review. This review form is used for all types of distribution sites. All lines must be completed on the form along with observation notes. The Distribution Site Review form is also a record that is required to be maintained, it can be a paper record, but an electronic record is preferred. 



Insurance Requirements

Insurance is a requirement to cover USDA food losses.

Verify distribution site insurance if ERA is not covering insurance
for the site.

ERAs may choose to have insurance to cover USDA food while it
is in their possession and at the distribution site.

ERA must verify insurance is in place each year.

This institution is an equal opportunity provider.



Presenter Notes
Presentation Notes
USDA Foods are required to be insured for potential loss. 

ERAs may choose to have insurance to cover USDA food while it is in their possession and at the distribution site. 

This insurance coverage is used if food loss occurs from accidental damage or other losses. This may include natural disasters such as fire, floods, loss of electricity or other situations such as, theft. In these situations of food loss, the insurance is used to replace the lost USDA Foods. Or ERAs may require the distribution sites hold their own insurance. If this is the case, each year the ERA must verify that insurance is in place. 



Inventory Records

USDA foods need to be kept in inventory until
distributed to client distribution site.

Monthly inventory records must be kept.

Additional information included in “Ordering and
Inventory” training module.

This institution is an equal opportunity provider.



Presenter Notes
Presentation Notes
USDA Foods need to be kept in inventory until distributed to a distribution site, and monthly records must be kept.

You can see additional information about this topic in the training module, “Ordering and Inventory.”



Service Statistics

Are entered monthly in Salesforce.

ERA may complete for the distribution site each
month, or the distribution site may be given
access to enter the data.

The data required to be entered is the nhumber of
households and the number of individuals served.

This institution is an equal opportunity provider. 11



Presenter Notes
Presentation Notes
Data on the number of clients served must be kept for each distribution site and entered in the SalesForce electronic system. 

An ERA may complete the service statistics for distribution sites each month or a distribution site may be given access to enter this data into the system.




Meeting Record Retention

DHS TEFAP and CSFP meetings
occur every other month.

- ERAs and food banks that
contract with ERAs are invited.

- Review new and changing
information.

- Share information.

- Gather input from ERA
partners.

This institution is an equal opportunity provider.
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Presentation Notes
Quarterly TEFAP/Commodity Supplemental Food Program (CSFP) meetings allow information sharing and keep ERAs up to date on TEFAP changes. 

Attendance at quarterly meetings held online are considered a program requirement. 

The invitation is typically sent to the TEFAP Coordinator, who may forward the invitation to others in their organization that may find the meeting pertinent. 


ERA Review:
TEFAP Records to Maintain

Ensure grant .
Maintain Site spent only as FléieehrzcsE’lch'giﬂr\\m
Agreement. allowed and keep I e
all receipts. :

Keep record of

Keep monthly the verification of
inventory 501(c)(3)
records. nonprofit status.

This institution is an equal opportunity provider.



Presenter Notes
Presentation Notes
As a review of the TEFAP information that we have addressed today let’s review the specific records that must be retained.

Maintain your site agreement.

Keep grant fiscal records, to ensure that the grant funds are being expended for allowable uses.

Keep ERA Civil Rights training records.

Keep monthly inventory records.

Keep a record of the verification of 501(c)(3) nonprofit status.

Maintain Distribution Site review records.

Keep up-to-date information in SalesForce.

Maintain pest control records.

Keep bills of lading and sales orders.

Keep food storage records.


ERA Review:
TEFAP Records to Maintain

Keep current in
SalesForce Maintain pest
Distribution Site control records.
information.

Maintain
Distribution Site
review records.

Keep bills of Keep food
lading and sales storage records if
orders. applies.

This institution is an equal opportunity provider. 14



Presenter Notes
Presentation Notes
As a review of the TEFAP information that we have addressed today let’s review the specific records that must be retained.

Maintain your site agreement.

Keep grant fiscal records, to ensure that the grant funds are being expended for allowable uses.

Keep ERA Civil Rights training records.

Keep monthly inventory records.

Keep a record of the verification of 501(c)(3) nonprofit status.

Maintain Distribution Site review records.

Keep up-to-date information in SalesForce.

Maintain pest control records.

Keep bills of lading and sales orders.

Keep food storage records.


Record Keeping
Considerations
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Distribution Site Records

ERAs sign yearly site agreements with all TEFAP
distribution sites.

Agreement outlines responsibilities of distribution
sites.

Distribution site should keep a copy of this
agreement.

This institution is an equal opportunity provider.



Presenter Notes
Presentation Notes
Each year ERAs sign a site agreement with distribution sites that want to continue with or start distributing TEFAP USDA foods. 

The site agreement outlines responsibilities of distribution sites. Distribution sites, as well as the ERA should keep copies of this agreement. 


Site Agreement Example

TEFAP Di: i i FFY 24
Per 7 CFR 251.2(d)(1)

7 CFR 251 2(d)(1) Agreements between the Wisconsin DHS and Eligible Recipient Agencies (ERA), and
agreements between ERA's and Food Distribution Qutlets (Outlets) must assure that all parties operate the
program in accordance with federal regulations 7 CFR 251 and 250.

The agreement shall become effective October 1, 2023, or on the date signed by both parties, whichever
comes last, and in absence of prior notification of termination, shall terminate on September 30, 2024

In accordance with 7 CFR 251 2(c){2), either party may terminate the agreement in whole or in part with a thirty
(30) day writien notice. If the agreement is not renewed prior to the expiration of the current agreement, all
USDA food and equipment purchased with TEFAP funds must be immediately surrendered to the ERA.

Duties of the Outlet: The Outlet agrees to the respol in the TEFAP
Manual, incorporated into this agreement be reference. Cumply with any program requirements issued
by USDA or DHS that occur after signing agreement.

Not for Profit Status 501(c) (3): The Qutlet certifies that it is a public, private, or a non— profit organization.
The Outlet must submit to the ERA certification of Intemal Revenue Code Not for Profit status. Local
govemment agencies acting as food outlets, such as township trustees are tax exempt by nature and
do not require certification

Access to Records and Facilities: The Outlet agrees to collect and maintain all documents necessary for
program operations and maintain them in the same location where operations occur. Documents must
be kept for three (3) years plus the current year of operation. The Qutlet agrees that representatives of
USDA, DHS and ERA may have access io all program record, may cbserve food distribution, may
conduct monitoring of outlets and may conduct reviews of storage facilities and food praducts in
storage. Visits may be conducted at any reasonable time during normal Outlet hours.

Nondiscrimination: The Food Outlet hereby agrees that it will comply with all state and federal regulations as
outlined in Federal, USDA Civil Rights and Non -Discrimination statement and Wisconsin's
discrimination requirements. The Food Oulet staff will complete annual Givil Rights training conducted
by the ERA and conduct Civil Rights training no less than annually for all employees and volunteers
that come in contact with program participants, keeping records as required.

Receipt of USDA Allocated Commodities: All USDA allocated commodities are the property of the USDA,
Food and Nutrition Services throughout all phases of the distribution process. Once commodities are
distributed o income eligible: recipients at designated Food Outlets, the distribution process is
considered complete. Wisconsin DHS works directly with FNS USDA to provide allocated food
products to ERA’s. The food outlet agrees to accept allocated product according to ERA calculated
amounts and delivery guidelines. The Food Outlet shall release USDA WDHS and the ERA from any
liability for losses, damages, illnesses, or injuries resulting from distribution of food product.

R ing: There will be NO of allocated USDA food products at the Food Outlet or off
premises with the exception of bagging bulk fresh produce

ted Activities: The sale, exchange, or use of any USDA food producis for personal gain or use as a
means to further the political interest of any individual or party or any other form of fraud or abuse is
subject to federal and state prosecution. The food outlet shall not charge any fees, require membership
or referrals as condition for receipt of both USDA and non — USDA food items. This agreement further
prohibits the of inany church, political, fraternal, ect.. or
attendance of same as a requisite for receipt of any food products.

This institution is an equal opportunity provider.

sw;gs Facmities ang Distribufion Sites: Oubet SNAll Nave 3 SECcure and adegquats raciity Tor proper storage
an; ibation of all food products to prevent spolage, Infestation, damage or ather condition that may
Jeopardize the wholesomeness or safety of the product. In accordance with 7 CFR 250.14(b) a
shermomeser I required and must be In all dry storage, refrigeration and fraezer arsas and temperaiure
0gs are raquired. Storage Is o be mdent and Insect free. Losses of USDA donated food must be
mmediately reported to the ERA. ERA wil camy lablity Insurance and may be regquired o replace any
0ss of USDA foods. ERA may require Qutiets 10 also camy Ilablity Insurance.

Distribution of Commodities: Outiets ars open 1o the puslic with Nowrs of operation clearly posted. Culiets
that are surrently not designated as “ciosad shelfers® must offer food to eligible reciplents on a first
come, first serve bases at 3 minimum of avery 30 days without appolntmant. Appointments can ba
usad but not reguired.

Required Signage: Cutiet agrees o post In an area where panicipants can sae; the "And Justice for Al
poster, TEFAP Income eligibiiiy guigelines and If a religiows organization or outiet Is hosted by a
religiouss facility the “Notice of Beneficlary Rights for Persons Recslving Food from Religious
Organization” with alternate providars listed if there are any.

Public Outreach: The Outlet agraes it wil publcize withing Its service area (county) the operational hours the
outiet Is open 1o alert potential participants of the avallabliity of TEFAP food products. Methods may
nciuge Dut are not IMied to Newspapers, posiers, websites. The Outiet agrees 1o keep ERA cument of
%5 regulany schedules hours of operation.

Incoms ENlgibiity: Cutist agrees to adhere to Wisconsin Income Guldelines Issued yearly by WOHS. Outiets
‘will distribute alocated foods to all Income eligible househaids; program participation ks determined by
seff-atiestation of Income. Food outlets may ask for name, address, housshoid size and Income level,
no other Information is to be collected, copied or stored. The DHS TEFAR aligibility form can be used
OF SIECITONIC SYSIEMS WIN Me Same INTmation.

Complaints and Investigations: The ERA and the Outiet agree to conperate fully with WOHS In the
nvestigation of all complaints recedved. The ERA and the Outlet shall report promply, frst by phane
and then In writing to the ERA. The ERA will report to WDHS detalling all comective measures taken
and Involve DHS If nesded.

ERA Name:

Address:
Primary Contact Name, emall and phone:

Food Outlet Mame:
outietls 3 Pantry Mzal Sile Shelter Address
Disinoution Address:
Primary Contact Name, emall, 3ang phons:

PRINT name of ERA's Authorized Representatve  (Signaturz) (Date)
[
PRINT name of Outlet’s Authorized Representative { Signature ) {Date} 2



Presenter Notes
Presentation Notes
This image displays a sample Eligible Recipient Agency (ERA) Site Agreement. 

This is an important contract and is a requirement that must be updated on a yearly basis. 

Failure to meet the contract requirements may be grounds for removal from the TEFAP program. 


'S
Distribution Site Records

TEFAP Eligibility Application Forms (paper or
electronic)
- Must be kept confidential, (locked room or

cabinet, password protected electronic
records).

- No data sharing.

- Electronic records may not be aggregated
or shared with another location.

- No additional information may be
collected without prior approval.

This institution is an equal opportunity provider.



Presenter Notes
Presentation Notes
TEFAP requires a Participant Eligibility Application which may be paper or electronic. These records must be kept confidential. The records may be kept in a locked cabinet, a room, or on a password protected computer (with cloud back-up). 

No data sharing is allowed.

Application information should not be moved, aggregated or shared outside of the distribution site. 
 
No information beyond what is required on the application form may be collected. 

Any additional information the distribution site wants to collect for other purposes must be separate from the TEFAP application and must be presented outside of the TEFAP distribution process so that in no way could it be thought that the information is required to receive USDA Foods. 


Distribution Site Records

{Client Service Statistics }
Household and individuals served
numbers required to be collected
Uploaded monthly into Salesforce by
ERA of distribution site

This institution is an equal opportunity provider.



Presenter Notes
Presentation Notes
TEFAP requires the collection of client service statistics. The information collected at each distribution and totaled for the month include the number of households served, and individuals served.

These statistics are either sent to your TEFAP ERA coordinator for data entry into SalesForce or the distribution site may have permission to enter the numbers into Salesforce directly.


Distribution Site Records

Civil Rights Yearly Training Records

- All staff that interact with TEFAP
clients need to be trained upon
hire, and then yearly on Civil
Rights.

- DHS has training you can use. See
the DHS website and the Civil
Rights Training Module.

- Keep training records for all Civil
Rights training.

This institution is an equal opportunity provider.



Presenter Notes
Presentation Notes
Distribution Sites must provide all staff and volunteers that work with clients training on Civil Rights. New staff and volunteers should be trained upon hire, and all others, at least once a year. 

Department of Health Services has training that you may use. See the DHS website or contact your TEFAP ERA Coordinator for this training. Keep the records for all Civil Rights training. 

http://www.dhs.wisconsin.gov/nutrition/tefap/civil-rights-tefap-presentation.pdf
http://www.dhs.wisconsin.gov/nutrition/tefap/civil-rights-tefap-presentation.pdf

Inventory and Delivery
Record Retention

Inventory and Delivery Records

Bills of lading, sales orders, inventory records

If ERA doesn’t have loss insurance for Distribution Site,
then Site must have insurance for cost of food.

This institution is an equal opportunity provider.



Presenter Notes
Presentation Notes
USDA Foods are federal property and must be inventoried until they are distributed to the client. Records such as bills of lading, sales orders or other inventory records must be kept. 

Food losses may occur, these losses must be documented with your TEFAP ERA Coordinator, and the paperwork must then be submitted to the State TEFAP Coordinator. 

If the ERA does not hold insurance for food loss that covers your distribution site, then your individual site must hold insurance that covers an average monthly inventory.


Food Storage Records

E - Food temperature logs
of refrigeration, freezers
and ambient storage

« Pest control or other logs
as needed


Presenter Notes
Presentation Notes
Keeping USDA foods in the best condition is important. To do this you will need to store foods at the correct temperature. Keep temperature logs or use recorded electronic monitoring of all dry storage rooms, refrigeration and freezer units. These temperature logs are a record and should be kept onsite for review. 

Please, also have a method for pest control. You may provide your own pest control or hire a pest control company. Please retain any pest control invoices as a record. 


Record Keeping

~

AN

.

Keep
Keep
Maintain

AN

J

Keep current Federal Fiscal Year
(FFY) records on-site.

Keep records for three years beyond

current year; may be stored
securely off-site.

Maintain records in a secure location
that ensures confidentiality.

This institution is an equal opportunity provider.

23



Presenter Notes
Presentation Notes
The information that must be maintained and accessible include records that pertain to the current operating Federal Fiscal Year. These records should be maintained on-site. If the records include sensitive information, the records should be stored in a secure location. 

Records beyond the current year should be maintained for 3-years and may be stored securely onsite or off-site, if still secure and still accessible as needed in a timely manner.






Review:
TEFAP Records to Maintain

Keep ERA Civil
Rights training
records.

Maintain Site
Agreement.

Keep record of
Keep monthly the verification of
inventory records. 501(c)(3)
nonprofit status.

This institution is an equal opportunity provider.



Presenter Notes
Presentation Notes
As a review of the TEFAP that we have addressed today let’s review the specific records that must be retained.

Maintain your site agreement.

Keep ERA Civil Rights training records.

Keep monthly inventory records.

Keep a record of the verification of 501(c)(3) nonprofit status.

Keep eligibility application forms in paper or electronic format.

Maintain pest control records, if this applies to your site.

Keep bills of lading and sales orders.

Keep food storage records.


Review:
TEFAP Records to Maintain

Keep Eligibility
Application
forms—paper or
electronic format.

Maintain pest
control records, if
applicable.

Keep bills of
lading and sales Keeprgcfz)c:dsstorage
orders. :

This institution is an equal opportunity provider. 25



Presenter Notes
Presentation Notes
As a review of the TEFAP that we have addressed today let’s review the specific records that must be retained.

Maintain your site agreement.

Keep ERA Civil Rights training records.

Keep monthly inventory records.

Keep a record of the verification of 501(c)(3) nonprofit status.

Keep eligibility application forms in paper or electronic format.

Maintain pest control records, if this applies to your site.

Keep bills of lading and sales orders.

Keep food storage records.




https://forms.office.com/r/tbp08c1bW2

Thank you for your

commitment and service to
your community!

This information has been provided
by the Wisconsin Department of
Health Services.

Carol Johnson

Emergency Food Assistance Program
Coordinator (TEFAP)

carol.johnson@dhs.wisconsin.gov

2023 version

This institution is an equal opportunity provider.
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Presenter Notes
Presentation Notes
We sincerely thank you for your time and efforts to serve your community.

mailto:carol.johnson@dhs.wisconsin.gov
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