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Definitions

• State Distributing Agency (SDA)- the agency 
designated by the State to administer TEFAP at the 
State level. Also referred to as the State or State 
Agency.

• Eligible Recipient Agency (ERA)- for the purposes of 
this presentation, this is an organization contracted 
with the State Agency to conduct TEFAP distributions. 
These are typically food banks.

• Distribution Site- a location that distributes TEFAP 
foods to needy persons for household consumption or 
serve prepared meals to needy persons. These 
include all eligible recipient agencies including State-
contracted ERAs, food pantries, soup kitchens and 
other emergency feeding organizations.



TEFAP Purpose

• TEFAP is a Federal program administered by the United 
States Department of Agriculture (USDA) Food and 
Nutrition Service (FNS).

• This program helps supplement the diets of low-income 
Americans by providing them with emergency assistance 
at no cost.

• The USDA purchases a variety of nutritious, high-quality 
USDA Foods, and makes those foods available to States. 
The amount of food each state receives out of the total 
food available is based on the number of unemployed 
persons and the number of people with incomes below 
the poverty level in the state.

• Foods are purchased by the State from USDA FNS and 
distributed as Emergency Food Packages and in meals 
served at Congregate Feeding Sites (Soup Kitchens).



Code of Federal 
Regulations (CFR)

• The Code of Federal Regulations (CFR) is 
the codification of the general and 
permanent rules published in the Federal 
Register by the executive departments and 
agencies of the Federal Government

• TITLE 7 CFR, Subtitle B, Chapter II, 
Subchapters A & B, Parts §250 & §251 
outline the program requirements for TEFAP.

• CFRs can be found at https://www.ecfr.gov/

https://www.ecfr.gov/


TEFAP Funding

• The amount of funding provided by the USDA to 
each state is based on 60% of the number of 
persons in households within the state having 
incomes below the Federal poverty level and 40% 
of the number of unemployed persons within the 
state (7 CFR, §251.3)

• States must provide a cash or in-kind contribution 
equal to the amount of TEFAP administrative funds 
received from USDA and retained by the SA for 
State program costs, or made available to partners 
who are not Emergency Feeding Organizations.

• States are not required to match any portion of the 
federal grant passed through to Eligible Recipient 
Agencies (Food Banks).



Roles and Responsibilities- 
USDA Food and Nutrition 
Services
• The Food and Nutrition Services (FNS) Department 

shall have responsibility for the distribution of food 
commodities and allocation of funds under TITLE 7 CFR, 
Subtitle B, Chapter II, Subchapters A & B, Part §251.

• Each State Agency that distributes donated foods to 
eligible recipient agencies or receives payments for 
storage and distribution costs in accordance with § 
251.8 must perform those functions pursuant to an 
agreement entered into with the Department. This 
agreement will be considered permanent, with 
amendments initiated by State agencies, or submitted 
by them at the Department's request, all of which will 
be subject to approval by the Department.



Roles and Responsibilities- State Agency

The State is responsible for administering TEFAP at the State level:
• Comply with civil rights requirements

• Complete and submitting State Plans to USDA/FNS

• Assign TEFAP distribution and allocating administrative funds to Eligible Recipient Agencies 
(ERAs)

• Select ERAs to administer TEFAP in local areas of the State

• Enter into required agreements with USDA and ERAs

• Order USDA foods for distribution (may be a State or Food Bank function)

• Provide guidance to LAs on all aspects of program operations, as needed

• Establish program eligibility requirements when the requirement is a State option

• Establish procedures for resolving complaints about commodities



Roles and Responsibilities- State Agency

The State is responsible for administering TEFAP at the State level:
• Establish a management review system and conduct reviews ERAs

• Establish a financial management system that effectively accounts for funds received and 
distributed for program administration

• Establish standards for determining and pursuing claims against participants

• Ensuring compliance with Federal audit requirements

• Maintain accurate and complete records

• Conduct program outreach

• States can delegate certain functions to Eligible Recipient Agencies, However, the establishment of 
State options and the management review system, along with conducting reviews, must remain at 
the State level (7 CFR, §247.3(b)). 



Roles and 
Responsibilities- Eligible 
Recipient Agency 

Eligible Recipient Agencies are responsible for 
administering TEFAP at the local level.

• Enter into required agreements with the State

• Select and maintaining TEFAP agreements with 
Distribution Partners

• Comply with civil rights requirements

• Comply with Federal and State established fiscal 
and operational requirements

• Order USDA foods for distribution (may be a State 
or Food Bank function)

• Store commodities in accordance with all Federal, 
State and local food storage requirements



Roles and Responsibilities- Eligible Recipient Agency 

Eligible Recipient Agencies are responsible for administering TEFAP at the local level.

• Certify applicants in accordance with Federal and State established program eligibility 
criteria

• Distribute TEFAP equitably

• Inform participants of their program rights and responsibilities

• Meet the special needs of homebound participants to the extent possible

• Establish internal procedures for resolving complaints about commodities

• Pursue claims against participants, as needed

• Maintain accurate and complete records

• Conduct program outreach



TEFAP Application

Eligible Recipient Agencies and

Distribution Sites



Eligible Recipient 
Agency Eligibility 
Requirements

• Possesses tax-exempt status pursuant to Final Rule, §251.5;

• Is not a penal institution;

• Provides food assistance exclusively to needy persons for 
household consumption, pursuant to a means test, or 
predominantly to needy persons in the form of prepared meals;

• Has entered into an agreement with the State for the receipt of 
commodities and/or administrative funds, or receives 
commodities and/or administrative funds under an agreement 
with another Food Bank which has signed an agreement with 
the State;

• Falls into one of the following categories:
• Emergency Feeding Organization (EFO) 

• Charitable institutions 

• Summer camps for children or child nutrition programs providing food 
service

• Nutrition projects operating under the Older Americans Act of 1965

• Disaster relief programs (Final Rule, §250.13)



Eligible 
Recipient 

Agency 
Eligibility 

Requirements 
cont.

An eligible organization must also have:
• A State-approved inventory control and accountability 

system in place prior to handling USDA commodities 
which must be maintained continuously at all points of 
commodity receipt and distribution.

• A State-approved system to ensure that USDA 
commodities are distributed in accordance with Federal 
and State TEFAP laws, regulations, policies and 
procedures.

• The State shall consider the past performance of 
potential eligible organizations when approving 
applications for participation (7 CFR, §250.4)

• The State may impose additional requirements for 
participation that are not inconsistent with the 
provisions of Federal regulation (7 CFR, §250.4)



Distribution Site Eligibility 
Requirements

• Distribution Sites are also considered eligible 
organizations and must meet the same 
eligibility criteria as Eligible Recipient Agencies. 
(Final Rule, §251.3).

• Federal regulation allows the State to delegate 
to Eligible Recipient Agencies the authority to 
determine if organization meet federal and 
state criteria to receive commodities and 
administrative funds in order to become a 
Distribution Site. Eligible Recipient Agencies 
must ensure that their selected Distribution 
Sites meet the established criteria; however, 
they are not granted authority to establish 
eligibility criteria. (Final Rule, §251.5)



Agreements/Contracts

USDA and The State

In most states, TEFAP administration is the responsibility of the State which enters into an 
agreement with the USDA. As such, the State is designated as the State Agency responsible for 
entering into contractual relationships for the receiving, warehousing and distribution of TEFAP 
commodities (7 CFR, §241.2)

The State and Eligible Recipient Agencies

The State may establish agreements with Eligible Recipient Agencies to function as a distribution 
network for USDA foods. A formal agreement/contract authorizes them to receive and distribute 
TEFAP foods.

Eligible Recipient Agencies and Distribution Sites

Eligible Recipient Agencies that have a contract directly with the State are authorized to enter 
into agreements or contracts with other organizations to perform TEFAP functions. Eligible 
Recipient Agencies must have written agreements with their Distribution Sites before they may 
receive TEFAP food and/or administrative funds. (Final Rule, §251.2)



Application Process- Eligible Recipient Agencies

Each State Agency has its own process for evaluating and selecting Eligible Recipient 
Agencies.

For more information on becoming an Eligible Recipient Agency, contact

the State Agency that oversees TEFAP for your State.



Application Process- 
Distribution Sites

Each State or Eligible Recipient Agency has its 
own process for evaluating and selecting 
Distribution Sites. Oftentimes, this is the 
responsibility of the Eligible Recipient Agency.

For more information on becoming a Distribution 
Site, contact  the Eligible Recipient Agency that 
oversees TEFAP in your area.



Program Administration
• Training must be conducted for new CEs via different forums. CEs must then provide training to subagencies/sites.

– Properly transporting, storing, handling, and using USDA Foods 

– Applying eligibility criteria for households

–  Following written application procedures 

–  Ensuring client rights (including civil rights requirements) 

–  Following complaint procedures  

– Processing household applications or requests for meals in the contracted service area 

– Assisting applicant households to complete their applications 

– Referring residents from other contracted service areas to locations where they may apply for USDA Foods

CEs must maintain a record of trainings and attendees for its program records.



Site Reviews/Monitoring

• CEs must monitor their administrative and site personnel and subagencies to make certain 
the following steps are taken:

–Ensure program compliance 

–Investigate reported problems 

–Determine whether to operate a site during the following program year 

–Verify and ensure proper use of USDA Foods



Enrollment/Certification of Participants

• Public or private nonprofit organizations that provide nutrition assistance 
to low-income Americans either through the distribution of food for home 
use or the preparation of meals.

• Households that meet State eligibility criteria may receive food for home 
use. States set income standards.



Participation Rights and Responsibilities



Inventory Management

• FNS Instruction 709-5 Shipment and Receipt of Foods

–Prompt Payment Act / USDA Policy

–SDA’s have 48 hours from date of receipt to enter goods receipt into WBSCM

• FNS Instruction 410-1 Claims for Losses of Donated Foods and Related 
Administrative Losses

• Food Storage Facility Review 

• ERA Priorities / USDA Food Allocation 

• New Storage Site- states may review



Program Documentation/Reporting

Six-month inventory rule:

–FNS-155 

–Physical Inventory Counts



Commodity Supplemental Food 
Program (CSFP)



Definitions

• USDA-United States Department of Agriculture

• FNS-Food and Nutrition Service

• RO-Regional Office

–MARO, MWRO, MPRO, NERO, SERO, SWRO, WRO

• CFR-Code of Federal Regulations

• CSFP-Commodity Supplemental Food Program

• WBSCM-Web-Based Supply Chain Management

• FPRS-Food Programs Reporting System

• SA-State Agency/Distributing Agency

• SDA-State Distributing Agency

• LA-Local Agency

• RA-Recipient Agency



Purpose

To improve the health of low-income older adults (60+) at no cost by 
supplementing their diets with USDA Foods.



Funding

• Farm Bills

• Appropriations

• Allocation & disbursement of funds

–2022: $7.04 per participant/month

–2023: $7.77 per participant/month



CSFP Regulations & Policy

• Title 7 CFR 247

• Title 7 CFR 250

• FNS Policy Memorandums

• State Plans

• State Policy & Procedure Manuals

https://www.ecfr.gov/current/title-7/subtitle-B/chapter-II/subchapter-A/part-247
https://www.ecfr.gov/current/title-7/subtitle-B/chapter-II/subchapter-B/part-250
https://www.fns.usda.gov/resources?f%5B0%5D=program%3A26&f%5B1%5D=resource_type%3A160


Roles & Responsibilities

• USDA

• SDA-responsible for all aspects of program administration

• Subdistributing Agency-primarily distribute and store CSFP commodities 
and perform other functions on behalf of the SDA

• RA



Types of Agreements

• USDA→State Agency

• State Agency→Subdistributing Agency

• Subdistributing Agency→Recipient Agency



Eligibility Requirements

• Ability to operate program in accordance with Federal and State 
requirements

• Need for program implementation in the projected service area

• Available resources for program initiation



Recipient Agency Application Process

• Submit a written application to the State Agency

• Nonprofit agency must have tax-exempt status



Agreement Contents

• Assurance that agency will follow 7 CFR 250

• Assurance that agency will maintain records for 3 years plus the current year

• Statement that agency is responsible for any loss results from improper storage/handling 
of commodities

• Statement that agency is responsible for misuse of program funds

• Description of the specific functions being delegated to the agency

• Statement specifying either party may terminate the agreement by written notice

–Statement must specify minimum number of days of advance notice (must be at least 30 
days)



Additional Agreement Contents

• Assurance that SDA will provide nutrition education to participants

• Assurance that SDA will provide participants information on other health, nutrition, and 
public assistance programs (and make referrals as appropriate)

• Assurance that SDA will distribute commodities in accordance with the approved food 
package guide rate

• Assurance that SDA will take steps to prevent and detect dual participation

• Assurance that the SDA will not subject any person to discrimination

• Names and addresses of all certification, distribution, and storage sites under the 
jurisdiction of the SDA



Program Structure



Program Administration



Training Requirements



Site Reviews/Monitoring



Nutrition Education



Documentation/Reporting



Documentation/Reporting



Inventory/Ordering Considerations



Participant Enrollment/Certification



Caseload Management



Other Program Requirements



Financial Management



Financial Controls

• Internal controls that ensure the RA (2 CFR § 200.303):  

– Manages programs in compliance with federal statutes, federal regulations, state rules, policies, and guidance.  

– Complies with federal statutes, federal regulations, state rules, policies, and guidance. 

– Evaluates and monitors its compliance with federal statutes, federal regulations, state rules, policies, and guidance. 

– Takes prompt action when instances of noncompliance are identified, including noncompliance identified in audit findings. 

– Safeguards to protect personally identifiable and other information. 

• Written procedures

• Disclose and identify any conflicts of interest.

– Less-than-arm’s-length transactions



Procurement

• The process of acquiring goods and services in a manner that allows for full and open competition.

• The procurement process is a multi-step approach:

– Writing procurement procedures  

– Forecasting quantities needed/Scheduling when quantities are needed 

– Selecting the proper procurement method 

– Developing a solicitation

– Advertising the solicitation  

– Evaluating proposals and offers 

– Awarding the contract 

– Managing the contract 



Procurement Methods

• RA/SDA must use the appropriate procurement method depending on the cost of the good(s) or service(s) they 
need to procure. The procurement methods a RA/SDA must use when procuring goods and services are discussed 
and include:  

– Informal Procurement Methods = up $250,000

• Micro-purchase  = up to $10,000

• Small Purchase  < $10,000

– Formal Procurement Methods < $250,000

• Competitive sealed bids (Invitation for Bid (IFB)) 

• Competitive proposals (Request for Proposal (RFP)

–Noncompetitive Procurement Methods 

• Inadequate Competition 

• Sole Source 

• Public Emergency or Unexpected Emergency Situation



Administrative Costs
• Allowable costs associated with the programs must be:

– Reasonable and Necessary

– Allocable

– Consistent

• Unallowable costs  include (not an exclusive list):

– Costs not associated to program business

– Bad debt

– Costs related to obtaining donations

– Entertainment

– Fines/penalties

– Fundraising

– Political or legislative expenses

– Personal expenses



Civil Rights



Title VI of the Civil Rights Act of 1964

• All nutrition assistance programs and activities that receive Federal funding are protected and subject to civil rights 
oversight.  Recipient Agencies (RA) are responsible for ensuring that all qualifying persons have equal access to The 
Emergency Food Assistance Program (TEFAP) and Commodity Supplemental Food Program (CFSP) by complying with 
the civil rights and nondiscrimination requirements of the U.S. Department of Agriculture (USDA). (7 CFR §251.10(c))

•  Protected bases in the USDA nutrition assistance programs are:  

o Race 

o Color 

o National origin 

o Sex (including gender identity and sexual orientation) 

o Age  

o Disability  



Title VI of the Civil Rights Act of 1964

• Public Notification

– And Justice for All Posters

– Nondiscrimination Statement

• Collection of Racial Ethic Data

• Limited English Proficiency

• Administrative Reviews



Section 504 of the Rehabilitation Act of 1973

• Program Accessibility

• Public Notification

• Employment

• Designation of Section 504 Coordinator

• Complaint and Grievance Procedures

• Self-Evaluation of Services



Americans with Disabilities Act

• The ADA applies to all persons and is not limited solely to persons who receive federal financial participation. It 
comprises of non-discriminatory practices and reasonable accommodations for services and employment.

• Services:

– Can a person with disabilities get to the facility with reasonable ease?

– If the person can reach the location, can they enter the facility and access the specific location where services are provided?

– If they can access the location where services are provided, is there an accessible bathroom?

– If they can access the location where services are provided, are necessary accommodations made for their particular disability? 

• Employment:

– Must not discriminate against a person with a disability when hiring or promoting staff if the person is otherwise qualified for the job 

– May  inquire about a person's ability to perform a job, but cannot ask whether a person has a disability nor subject a person to tests 
that screen out people with disabilities

– Must provide "reasonable accommodations" to persons with disabilities, e.g., job restructuring and modification of equipment 



Complaints

• SDAs and RAs must have written grievance procedures for addressing and processing complaints.  Administrative 
and site personnel must be able to provide documentation of the procedures and an explanation of the complaint 
process. 

• Civil Rights Complaints - Any person or representative alleging discrimination based on a prohibited basis has the 
right to file a complaint within 180 days of the alleged discriminatory action. Civil rights complaints must be 
forwarded to USDA immediately.



Civil Rights Training

• SDA and RA personnel must be trained in all aspects of civil rights before assuming any program duty and in every 
program year thereafter. This includes volunteers who regularly interact with participants, determine eligibility 
and/or handle the personal information of applicants and participants must also receive full training. 

• Volunteers who do not handle personal information and only infrequently interact with participants must receive 
limited civil rights training (i.e., customer service and any other subject matter applicable to each volunteer’s role 
and responsibilities). 

• Volunteers who do not interact in any way with TEFAP applicants and participants and who do not handle personal 
information do not need civil rights training. 

• volunteer that cannot understand and/or abide by the training and civil rights requirements should not interact with 
participants or handle personal information. 



Administrative Reviews



Purpose of a review

The information collected 
during a review gives USDA 
the ability to ensure programs 
comply with federal program 
regulations and policies while 
allowing the state agencies to 
administer programs that 
align with their local 
preferences.



Administrative Review Frequency

CSFP Reviews are 
conducted for each RA 

once every 2 years.   

SDAs must review at least 
25% of TEFAP RAs 

annually, and no less than 
once every three years. 



TEFAP Site Selection

State agencies are required to review 
at least one-tenth or 20, whichever is 
fewer, of all RAs that receive TEFAP 
foods and/or administrative funds.



REVIEW PROCESS 

Phase 1

01

Phase 2
02

Phase 3

03
PRE-REVIEW

DESK 
REVIEW

ONSITE 
REVIEW

Phase 4

04POST 
REVIEW



PRE-REVIEW 



PRE-REVIEW: PLANNING

The SDA will prepare and set up for the 
scheduled administrative Review. 

•Determine which sites will be 
reviewed

•Prepare travel arrangements

•Plan dates with the RA.

•Create a schedule for the review



Desk Review



Purpose of a Desk Review

The Desk Review covers questions from the administrative review that can be answered by reviewing documents 
submitted by the RA. 

This is completed at the SDA office itself instead of onsite.

The desk review is designed to decrease the amount of time needed for the on-site portion of the review.

Establishes deadlines for the RA to submit desk review documentation.



Onsite Conference

Phase 3

03



Onsite Review

While at the RA premises, the SDA will observe program processes and documentation 
to determine compliance with federal, state and local requirements.

SDA observations and determinations are documented in a state developed review tool.

Observations and preliminary review determinations are discussed with the RA. 



Post Review



Corrective Action and Close out

The SDA will request a corrective action plan for any findings noted during the administrative review.

Corrective action responses and documentation submitted by the RA will be reviewed by the SDA to 
identify if actions have permanently corrected each finding.

Once corrective actions have been approved by the SDA, fiscal action can be assessed and applied as 
appropriate.

An Administrative Review close out letter is issued to the RA indicating the AR is completed.



Disaster Policies and Procedures



Disaster Policies and Procedures

• The U. S. Department of Agriculture (USDA) Food and Nutrition Service (FNS) coordinates with state, local, and 
voluntary organizations to accomplish the following goals: 

  1. Provide food for shelters and other mass feeding sites 

  2. Distribute food packages directly to households in need in limited situations 

  3. Issue Disaster Supplemental Nutrition Assistance Program (D-SNAP)benefits



Types of Disasters

• Disaster – A Presidentially-Declared Disaster or emergency that results in USDA Foods assistance (and other federal 
assistance) for eligible people because of the disaster or emergency. 

• Situation of distress – A natural catastrophe or another event that does not meet the definition of disaster as 
defined above, but that the SDA or USDA determines warrants the distribution of USDA Foods to assist survivors. 
Examples include, but are not limited to, a hurricane, flood, snowstorm, or explosion.



Disaster Household Distribution (DHD) Program

• Designed to provide food assistance in disasters through USDA Foods that are typically distribute through TEFAP. 
State agencies will contact the CEs when DHD is implemented.

    

❖Congregate Meals-Current USDA Foods inventories are often used for mass feeding. These foods are typically supplied by the State 
agency to disaster relief organizations to provide meals for those in need.

❖Households-With formal FNS approval, States can distribute packages of USDA Foods intended for household distribution programs, 
such as The Emergency Food Assistance Program (TEFAP), directly to households in need. Disaster organizations may request USDA 
Foods through State agencies. 

➢ States must track the use of these foods and provide a report to USDA. USDA does not set aside or pre-position food 
specifically for disasters.



QUESTIONS?
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