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Updates since the previous TEFAP manual

Changes made to the MANNA FoodBank TEFAP Agency Manual will be highlighted, the
section header that contains the change will be highlighted and are summarized below. Minor
grammatical changes are excluded. MANNA FoodBank reserves the right to issue addendums
and changes to this manual at any time. They will be communicated out to all TEFAP agencies
and documented as shared above.

ADDED: None.

REMOVED: Compliance Visits (all relevant information is in the MANNA Partner Agency
Agreement)

6. Neighbor Eligibility
Clarified neighbor eligibility.
7. Neighbor Intake

Clarified proxy rights for neighbors. Added Data Sharing Agreement & User
Confidentiality Agreements.

8. Distribution

Clarified distribution rates. Added TEFAP choice information.
12. Civil Rights.

Clarified language around those who need Civil Rights training.
13. Agency Policies.

Added requirement for all agencies to develop and submit policies to MANNA by
October 1%, 2024.
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USDA Civil Rights Statement

In accordance with federal civil rights law and U.S. Department of Agriculture (USDA) civil
rights regulations and policies, this institution is prohibited from discriminating on the basis of
race, color, national origin, sex (including gender identity and sexual orientation), disability, age,
or reprisal or retaliation for prior civil rights activity.

Program information may be made available in languages other than English. Persons with
disabilities who require alternative means of communication to obtain program information (e.g.,
Braille, large print, audiotape, American Sign Language), should contact the responsible state or
local agency that administers the program or USDA’s TARGET Center at (202) 720-2600 (voice
and TTY) or contact USDA through the Federal Relay Service at (800) 877-8339.

To file a program discrimination complaint, a Complainant should complete a Form AD-3027,
USDA Program Discrimination Complaint Form which can be obtained online

at: https://www.usda.gov/sites/default/files/documents/USDA-OASCR%20P-Complaint-Form-
0508-0002-508-11-28-17Fax2Mail.pdf, from any USDA office, by calling (866) 632-9992, or by
writing a letter addressed to USDA. The letter must contain the complainant’s name, address,
telephone number, and a written description of the alleged discriminatory action in sufficient
detail to inform the Assistant Secretary for Civil Rights (ASCR) about the nature and date of an
alleged civil rights violation. The completed AD-3027 form or letter must be submitted 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; or
2. fax:
(833) 256-1665 or (202) 690-7442; or
3. email:
Program.Intake@usda.gov

This institution is an equal opportunity provider.
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1. Purpose.

1.1. The purpose of this manual is an agreement between MANNA FoodBank (MANNA)
and the partner agency to participate in TEFAP. MANNA FoodBank and the partner
agency both agree to comply with all TEFAP rules and procedures as established by
MANNA FoodBank, North Carolina Department of Agriculture (NCDA), and the
United States Department of Agriculture (USDA). It is effective from the 1% of
October, 2023 to the 30" of September, 2024.

2. MANNA FoodBank Information.
2.1. 627 Swannanoa River Road, Asheville, NC, 28805.
2.2. ar@mannafoodbank.org
2.3. (828)-299-3663
2.4. Staff Contacts.
2.4.1. View the MANNA Staff Contact list on our website,
https://www.mannafoodbank.org/agency-access-and-information/.

3. Denotations.
3.1. Should.

3.1.1. Considered best practices for an agency. MANNA would prefer if all
agencies followed recommended practices, but does not explicitly require
them to do so. Contact the Commodities Coordinator or your Agency
Relations Manager for guidance.

3.2. May.

3.2.1. Considered best practices for an agency. MANNA would prefer if all
agencies followed recommended practices, but does not explicitly require
them to do so. Contact the Commodities Coordinator or your Agency
Relations Manager for guidance.

3.3. Must.

3.3.1. Requirement as part of this contract, agencies must comply or face action

as outlined in the MANNA Partner Agreement.
3.4. Will.

3.4.1. Requirement as part of this contract, agencies must comply or face action

as outlined in the MANNA Partner Agreement.

4. Purpose and Use of TEFAP Foods.

4.1. TEFAP food is to be used as a supplement to neighbors, not their main food source.
Agencies should not rely solely on TEFAP food to serve their neighbors. The
amount of TEFAP food received from MANNA is subject to change without advance
notice, so agencies will have non-TEFAP related programs available to their
neighbors as the quantity of TEFAP available fluctuates.

MANNA FoodBank TEFAP Agency Manual, 1 October 2023 — 30 September 2024


mailto:ar@mannafoodbank.org
https://www.mannafoodbank.org/agency-access-and-information/

5. Agency Eligibility.

5.1. Agencies must be in good standing to be eligible for food distribution and serve an
average of 50 households monthly.

5.2. Annual MANNA FoodBank Agency Agreement and TEFAP Agreement must be
signed and on file with MANNA FoodBank.

5.3. Civil Rights training must be completed annually and on file with MANNA
FoodBank.

5.4. All new (onboarded on or after October 1%, 2022) TEFAP agencies are required to
use a digital intake platform provided by MANNA, unless there are extenuating
circumstances preventing the use of digital intake and they are approved by the
Commodities Coordinator.

6. Neighbor Eligibility.

6.1. Agencies may impose restrictions on the number of times a neighbor may receive
TEFAP in a given period, as long as TEFAP is offered to them at least once per
month and all neighbors have the same access.

6.2. Neighbors SELF DECLARE as qualifying for TEFAP based on one of the two
eligibility criteria:

6.2.1. Current recipient of FNS benefits (SNAP/WIC).
6.2.2. Household income at or below 200% of the federal poverty line. See
Attachment 4.

6.3. Neighbors must reside in North Carolina to receive TEFAP, but asking for length or
proof of residency is prohibited. Agencies must serve all qualifying neighbors
regardless of where they live, even if the agency imposes restrictions on eligibility for
other programs by zip code, county, or other criteria.

6.4. Agencies will not ask for proof of income, FNS verification, identification, address,
or any other data not included on intake forms. TEFAP is self-declared.

6.5. Agencies must use the TEFAP Eligibility forms provided by MANNA.

7. Neighbor Intake.

7.1. When conducting neighbor intake, agencies with additional eligibility qualifications
to receive food (proving income or residency in a certain area, for example) will
complete TEFAP intake first. This protects your agency from discrimination
complaints if a neighbor is not eligible for other services but is eligible for TEFAP
food. Agencies should define their intake procedures in written agency policies. See
section 14.

7.2. There are three approved methods of neighbor intake: the ‘normal’ intake form
(Attachment 7), mobile distribution intake (Attachment 8), and a MANNA-approved
digital intake platform.

7.2.1. If you are interested in using MANNA's free digital intake platform,
please contact the Commodities Coordinator. Agencies utilizing digital

MANNA FoodBank TEFAP Agency Manual, 1 October 2023 — 30 September 2024



intake other than a MANNA-provided platform must have the platform
approved in writing by the Commaodities Coordinator.

7.2.2. Agencies using a MANNA-provided digital intake platform must sign
MANNA FoodBank’s Data Sharing Agreement & User Confidentiality
Agreements.

7.3. As of March 16%™, 2023, signatures are no longer required from neighbors to
receive TEFAP foods. Agency representatives are still required to sign where
indicated on intake forms. Partner agencies are prohibited from collecting
neighbor signatures during TEFAP distributions.

7.4.FNS and income qualification questions must be asked every time a neighbor receives
food.

7.5. Neighbors may have proxies who pick up food for them. Attachment 9 is a sample
proxy letter, or agencies may make their own or accept hand-written letters. At
minimum, the proxy letter must include the name of the neighbor, the name of their
proxy, the effective and expiration dates (all letters will expire at the end of the fiscal
year on September 30, 2024), and the neighbor’s signature. Proxy letters are to be
kept with all other TEFAP records. Agencies will not prohibit the use of TEFAP
proxies by neighbors.

8. Distribution.

8.1. Agencies will have distribution rates for every TEFAP distribution. MANNA
provides sample distribution rates, but agencies may develop their own.

8.1.1. Each TEFAP package will be build first come, first served, with at least 1
of each item offered during that distribution for neighbors until the item
runs out.

8.1.2. Distribution rates may be set by dividing the expected number of
households by the total amount of product on hand (e.g., 100 households
and 200 cans of fruit, each household gets 2 cans of fruit).

8.1.3. Rates do not have to remain the same for all items, e.g., 1 or 2 cans of beef
stew for small or large households, but 1 bag of mixed nuts per person in
the household.

8.2. Agencies are encouraged to offer choice shopping with TEFAP product. Items must
still have maximum distribution rates for each household.

8.2.1. Items not taken by a household are considered to have been declined and
donated back to your pantry. These items are no longer TEFAP product
and can be transferred to general MANNA product inventory.

8.3. Agencies pre-packing TEFAP boxes for neighbors may include non-TEFAP product
in the box, and distribution rate rules to not apply to non-TEFAP product. Agencies
may use non-TEFAP product as a substitution after a TEFAP item runs out.

8.4. TEFARP is first come, first serve, so the first TEFAP recipients at each distribution
will generally get more TEFAP than the last recipients at each distribution.

8.5. Religious and political fliers, pamphlets, or materials will not be included in a
TEFAP distribution.
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9. Orders, Pick-Up, & Delivery.
9.1. Agencies are bound to MANNA’s Ordering, Pick-up, and Delivery Policies and
Procedures for Partner Agencies. Updates to this document will be shared with
agencies via the MANNA Message.

10. Signage and Public Notification.

10.1. In addition to the MANNA FoodBank logo requirement for all partner agencies,
TEFAP agencies must display the following signs in a prominent location available to
neighbors. As a best practice, MANNA asks that agencies post English and Spanish
versions. Signage translated into other languages may be made available if requested.

10.1.1. No ID Required for TEFAP. (Attachment 5)

10.1.2. And Justice For All poster.

10.1.3. You May Qualify for TEFAP. (Attachment 2)

10.1.4. Notice of Beneficiary Rights. (Attachment 3)
10.1.4.1. Only required for faith-based agencies.

10.1.5. The TEFAP Yard Sign provided by MANNA replaces signs in 10.1.1
through 10.1.4.

10.2.  Agencies must provide reasonable public notification to include TEFAP
eligibility and the location and times neighbors may access TEFAP food. This can be
communicated using an agency website, facebook page, newspaper, radio, brochures,
etc. Word of mouth does not qualify as reasonable public notification. More
information about public notification can be found in ENS Instruction 113-1, Civil
Rights Compliance and Enforcement, page 15.

10.2.1. Agencies may include eligibility requirements for other programs on their
website but must include that neighbors may qualify to receive TEFAP
even if they do not meet the eligibility requirements for other programs.

10.3.  Websites.

10.3.1. When services are advertised on a website, any additional requirements to
receive non-TEFAP food must include a disclaimer that they are not
required to receive TEFAP.

10.3.2. Agencies must include, at minimum, the short USDA nondiscrimination
statement on their website if they advertise TEFAP: This institution is an
equal opportunity provider. The full statement (found on page 3) may be
included.

11. Record Keeping.

11.1. TEFAP neighbor records will be stored separately from all other non-TEFAP
neighbor records, even if neighbors participate in multiple programs run by an
agency.

11.2. All physical records containing personal information must remain onsite at
the pantry and will not be transported to or stored at, for any length of time, a
personal residence.

11.3.  Agencies will keep all TEFAP records for no less than five years. These include:
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11.3.1. Distribution Rates.
11.3.2. Neighbor Intake Forms (including proxy letters).
11.3.3. Civil Rights Training Record of Completion.
11.3.4. Annual TEFAP Agreement.
11.3.5. Freezer and refrigerator temperature logs.
11.35.1. Temperature logs for each unit containing TEFAP product
must be maintained daily, 7 out of 7 days.
11.3.6. Pest Control Logs.
11.3.7. Monthly Inventory.
11.3.8. Neighbor Statistics.
11.3.9. Food Loss.
11.3.9.1. Formal food loss reports and correspondence. A formal
food loss is defined as a loss of more than $250 in value. Agencies
may be subject to paying for lost items, depending on the outcome
of NCDA’s decision.

12. Civil Rights.
12.1. 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 administering USDA programs are
prohibited from discriminating based on race, color, national origin, sex
(including gender identity and sexual orientation), disability, age, or reprisal or
retaliation for prior civil rights activity in any program or activity conducted or
funded by USDA.
12.2. Training.
12.2.1. All agency representatives who interact with TEFAP neighbors must
complete the NCDA Civil Rights training annually. Throughout the
year, new agency representatives must complete the training before they
begin to interact with TEFAP neighbors. There are three methods of
conducting Civil Rights training:
12.2.1.1. Reading and Knowledge Check. This is the preferred
method for training. It works for both individual and group
training and will automatically remind the volunteer when they
have to renew. This is the only method that does not require
submitting a Civil Rights training record to MANNA.

12.2.1.2. YouTube video. This option works well for both individual
and group training. It requires that a Civil Rights training record be
submitted to MANNA.

12.2.1.3. Agency led. This option is taught by an agency staff
member or volunteer and requires submitting a Civil Rights
training record to MANNA. Agency led courses must use the
provided USDA Civil Rights slides linked above.

12.3. Civil Rights Complaints.

12.3.1. USDA Discrimination Complaint Form.
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12.3.2. By law agencies must assist neighbors who choose to file a complaint
about the agency, if they request assistance. Agencies should document
as much information as possible surrounding a neighbor complaint, from
as many sources as possible. If a neighbor is turned away from a
distribution for any reason, agencies should document this in the event a
complaint is made.

12.3.3. Civil Rights complaints must be made within 180 days of the alleged
discrimination, and will be processed by USDA within 90 days of
receiving the complaint.

12.4. Civil Rights Violations.

12.4.1. Should an agency discriminate against someone based on a protected
class, it may be legally liable for any damages caused. Civil rights
complaints are handled by USDA and the legal system, not MANNA
FoodBank. Decisions made by USDA or the legal system supersede the
MANNA Partner Agreement and the TEFAP Agreement.

13. Agency Policies

13.1. Effective October 1%, 2024, all TEFAP agencies must develop agency policies
and submit a copy to MANNA.

13.2.  MANNA and NCDA highly recommends that each agency develop agency
policies around operating a TEFAP pantry. Agency policies are a written document
that explains what your staff and volunteers will do in a variety of situations, from
conducting intake to dealing with difficult neighbors to record keeping. The purpose
of developing these policies is to help make staff and volunteer training easier, ensure
neighbors receive the same experience from different staff and volunteers, and to
protect your agency from civil rights complaints.

13.3. The Commodities Coordinator is available to help review policies each agency
develops and provide feedback, as well as to ensure a proposed policy does not
violate any TEFAP rule or regulation.

13.4. A sample policy manual can be found at Attachment 11. Your agency may adapt
this to fit your situations or develop your own.

14. Suspension, Termination, and Resignation.

14.1. Failure to comply with the TEFAP Manual or other regulation may result in
program suspension or termination as described in the Annual Partner Agreement.

14.2. Resignation from the TEFAP program is voluntary and must be communicated
with the Commodities Coordinator or Agency Relations Manager no less than 30
days in advance. Agencies who resign from the TEFAP program are still responsible
for TEFAP food and all records on hand. MANNA will coordinate with other partner
agencies to reallocate the TEFAP food.

14.3. Following resignation from the program, agencies will turn over all TEFAP
records to MANNA FoodBank for 5-year recordkeeping.
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15. NCDA and USDA TEFAP Regulations.

15.1. NCDA and USDA regulations can be found here that agencies must stay in
compliance with as well. As a general rule, most, but not all, NCDA and USDA
regulations are included in this manual. These are provided as a source for where
TEFAP rules & regulation comes from.

15.2. NCDA TEFAP Food Distribution Handbook, Rev. 4/16 contains NCDA TEFAP
rules. Included forms are out of date and to be used for reference only.

15.3. 7 CFR 8 250 — Donation of Foods for Use in The United States, Its Territories and
Possessions and Areas Under Its Jurisdiction contains supporting information for 7
CFR 8 251.

15.4. 7 CFR 8 251 — The Emergency Food Assistance Program contains USDA TEFAP
regulation.

15.5. FD-141: Equal Opportunity for Religious Organizations Final Rule is an FAQ for
religiously-affiliated agencies who distribute TEFAP food. It is highly recommended
that agencies familiarize themselves with this document.

15.6. USDA Discrimination Complaint Procedure & Form contains the instructions for
filling out a discrimination complaint as well as the form itself.

15.7. FED-107: Product Dating, End Dates, Best Buy Dates gives guidance on when
TEFAP food must be disposed of based on product date.

15.8. FENS 113-1: Civil Rights Compliance and Enforcement is where all civil rights
guidance comes from.

15.9. FD-146: Questions and Answers about Distribution Procedures in TEFAP helps
answer distribution questions.

15.10. FD-036 Local-Level Record Keeping Requirements goes into detail about what
TEFAP documentation has to be saved. NCDA requires records be kept for five (5)
years, not the three that USDA mandates.
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Attachment 1: TEFAP Frequently Asked Questions (Sept 2023)
Eligibility & Intake

1.

What is a household? A household is an individual or a group of individuals who buys and
prepares food together. There may be two households living under one roof, if the other
individual or group buys and prepares food separately form the first. For example, two
roommates or a family member living in a RV on the property would be considered a separate
household. Each household qualifies for their own TEFAP box according to the application
guidelines.

Can neighbors pick up for someone else? Yes! This is considered a proxy, and there is one
extra step to take during distribution. The ‘someone else’ has to authorize the proxy to pick up
their food using a proxy letter. A sample letter is included in Attachment 9, or you may create
your own provided it includes the name and signature of the recipient, name of the proxy, and
a date. More information is in section 7.5 of the TEFAP Manual. Proper proxy letters cannot
be denied.

What intake forms can we use? Agencies may use the ‘normal’ intake (Attachments 7),
mobile distribution intake (Attachment 8), or approved digital intake. A digital intake option
is available and is the recommended intake method for all agencies. Contact the Commaodities
Coordinator for more information.

Can we use own their own TEFAP form? No. MANNA & NCDA requires a pantry to use a
specific application and may not change or edit the application without written permission.

Can we require ID or any other documentation for TEFAP? No. The rules that govern
TEFAP come from Civil Rights law and you must take each neighbor at their word for this
program. If you require 1D for other programs, please distribute TEFAP prior to those other
programs.

Do neighbors qualify if they have no address? Yes. You may simply put a general area in
the county of where they are staying, such as Murphy Wal-Mart parking lot, or the banks of
the Tuckasegee River.

Do undocumented immigrants qualify? Yes, unlike every other federal program, this
population may receive TEFAP food.

What if someone comes from another county? While NCDA had a rule against crossing
county lines in the past, this was rescinded in 2019. Anyone in North Carolina can receive
TEFAP from any pantry, and pantries cannot impose service area boundaries within the state.

What if we don’t believe a neighbor? TEFAP is self-declared, so you cannot ask for proof
of what they are saying. If you suspect someone is falsifying information, you can report it to
MANNA or NCDA, attempting to investigate it yourself exposes your agency to civil rights
violations. Recipient fraud is rare in government food programs and turning neighbors away
over suspected fraud only hurts the population we serve.
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10. What if someone doesn’t qualify? Still give them TEFAP food the first time, and explain
that they don’t qualify to receive TEFAP moving forward but can always receive MANNA
product. Help them understand why they don’t qualify. We recommend pantries keep a few
non-TEFAP boxes on hand for regular neighbors who don’t qualify.

Distribution

11. Can we set our own distribution rates? Yes! Set these prior to distribution so that each
TEFAP box has at least 1 of every TEFAP item offered until it runs out. An easy way to set
your distribution rate is to estimate the total number of boxes needed and divide it by the total
number of units of each TEFAP item. For example, you expect 100 boxes will be needed and
have 200 cans of corn, so each box gets 2 cans of corn. Box size can change based on
household size, too.

12. What goes in a TEFAP box? Beyond following your distribution rate for TEFAP items,
there is no restriction on other food items that can be included in a TEFAP box. Many
agencies use MANNA or donated product to supplement boxes when they run out of a
TEFAP item, or to include items that do not normally come as TEFAP. Bread and bakery
items, for example, are frequently included.

13. Do we have to take all TEFAP items? Yes. This is a USDA requirement based on
maintaining fair and equitable distribution to meet Civil Rights requirements. On a limited
basis, if you feel that you are unable to accept perishable TEFAP items due to space
capacity, please contact the Commaodities Coordinator or Order Fulfillment Coordinator 3
business days before your order ships.

14. Can we offer a TEFAP neighbor choice model? Yes! Every item must still be offered to
each TEFAP neighbor. Contact the Commodities Coordinator for help in setting up a
neighbor choice model that follows all USDA & NCDA rules.

Training & Civil Rights

15. May we ask neighbors to participate in prayer, worship services, or any religious
activity prior to or during TEFAP distribution? No. Under the federal Civil Rights law
that governs TEFAP, religious activities must be left out of TEFAP distributions. For further
information please see FD-141 Equal Opportunity for Religious Organizations. Willfully and
knowingly violating Civil Rights law is grounds for immediate termination from the program.

16. What training is available? The Civil Rights training is a good place to start for any new
volunteers, and for all staff and volunteers annually. Have them review your agency policies
to better understand how your agency will respond to different situations. MANNA offers a
monthly TEFAP Webinar covering different topics as a form of recurrent training that all
agencies, staff, and volunteers are invited to join. Webinars may be recorded and shared after
each session. To view and sign up for upcoming webinars, click here.
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Attachment 2: You May Qualify (English, Spanish, Ukrainian)

USDA
COMMODITIES/

FOOD BOXES ARE
OFFERED TO...

1. HOUSEHOLDS RECEIVING
FOOD STAMPS
2. HOUSEHOLDS WITH
QUALIFYING INCOME LEVELS

YOU MAY QUALIFY!
ASK ABOUT TEFAP!

(The Emergency Food Assistance Program)

In accordance with Federal law and USDA policy, this institution is prohibited from discriminating on the
basis of race, color, national origin, sex (including gender identity and sexual orientation), age, or
disability. (Not all prohibited bases apply to all programs.) To file a complaint of discrimination, write
USDA, Director, Office of Civil Rights, Room 326-W, Whitten Building, 1400 Independence Avenue
SW, Washington, DC 20250-9410; or call (202) 720-5964 (voice and TDD). USDA is an equal
opportunity provider and employer.
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USDA PRODUCTQS/
CAJAS DE COMIDA
SE OFRECEN A...

1. CASAS QUE RECIBEN CUPONES
DE ALIMENTOS
2. CASAS CON NIVEL DE
INGRESOS QUE CALIFICAN

PODRIA CALIFICAR!

PREGUNTA POR
TEFAP!

(The Emergency Food Assistance Program)

De acuerdo con la ley federal y USDA regla, esta institucion tiene prohibido discriminar por motivos de
raza, color, nacionalidad, sexo (incluyendo identidad de genero y orientacion de sexual), edad o
discapacidad. (No todas las bases prohibidas se aplican a todos los programas.) Para hacer una denuncia
por discriminacion, escribe a USDA, Director, Office of Civil Rights, Room 326-W, Whitten Building,
1400 Independence Avenue SW, Washington, DC 20250-9410; o llama (202) 720-5964 (voz y TDD).
USDA es un proveedor y empleador que ofrece igualdad de oportunidades.
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CHUPOBHHHI
TOBAPH USDA/

SIIIUKH 3 I’KEIO
MMPOIIOHYIOTHCHA...

1. ZOMOI'OCITIOJAPCTBA, AKI OTPUMYIOTbH
TAJIOHM HA XAPUYBAHHA

2. JOMOI'OCITIOJAPCTBA 3
KBAJIIDIKAIIMHUM PIBHEM JOXOIY

BN MOXETE TIPOUTN
KBAJI®PIKAIIIO!

SAIINTAUTE ITPO TEDAIT!

(ITporpama ekcTpeHOI NPOAOBOJILY0I IOMIOMOIH)

Bignogiano 1o penepanbHoro 3akony i noiituku USDA, 11i#i ycTaHOBI 3a00pOHEHO JUCKPUMIHYBATH 32
03HAKOIO PacH, KOJIbOPY IIKipH, HAIIOHAILHOTO MTOXOKEHHSI, CTaTi (BKIIOYA0UX TeHIEPHY iIEHTHYHICTh
1 CeKCyabHYy Opi€eHTallit0), BiKy abo iHBamigHOCTI. (He Bci 3a00poHeHi 6a3u MOImMpPIOIOTHCS Ha BCi
nporpamu.) l1o6 nmonatu ckapry Ha AuCKpuMiHaliioo, Hanuimite USDA, nupextopy YpaBiiHHS
UBLTBHUX TpaB, kiMHaTa 326-W, Whitten Building, 1400 Independence Avenue SW, Washington, DC
20250-9410; a6o 3atenedonyiire (202) 720-5964 (rosoc i TDD). USDA € nocra4aaibHUKOM PiBHUX
MOXJIMBOCTEH Ta pOOOTOMABIIEM.
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Attachment 3: Notice of Beneficiary Rights (English, Spanish, Ukrainian)

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

Name of Organization:

Contact Information for Program Staff:

Because TEFAP is supported in whole or in part by financial assistance from the
Federal Government, we are required to let you know that—

» We may not discriminate against you on the basis of religion or religious
belief, a refusal to hold a religious belief, or a refusal to attend or participate in a
religious practice;

» We may not require you to attend or participate in any explicitly religious
activities that are offered by us, and any participation by you in these activities
must be purely voluntary;

* We must separate in time or location any privately funded explicitly
religious activities from activities supported with USDA direct assistance;

* I[f you object to the religious character of our organization, we must make
reasonable efforts to identify and refer you to an alternate provider to which you
have no objection. We cannot guarantee, however, that in every instance, an
alternate provider will be available; and

* You may report violations of these protections (including denials of
services or benefits) by an organization to the State agency
(http://www.fns.usda.gov/fdd/food-distribution-contacts). The State agency will
respond to the complaint and report the alleged violations to their respective
USDA FNS Regional Office (http://www.fns.usda.gov/fns-regional-offices).

We must provide you with this written notice before you enroll in TEFAP or
receive services from TEFAP, as required by 7 CFR part 16.

State Agency Contact Information:
MANNA FoodBank
828.299.3663
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The Emergency Food Assistance Program (TEFAP) —

AViso Escrito de los Derechos de los Beneficiarios

Nombre de la organizacion:

Informacion de contacto para el personal del programa:

Debido a que TEFAP esta respaldado total o parcialmente por la asistencia
financiera del Gobierno Federal, estamos obligados a hacerle saber que—

No podemos discriminarlo por motivos religiosos o creencias religiosas, el
rechazo de mantener una creencia religiosa o el rechazo de asistir o
participar en una préactica religiosa;

No podemos exigirle que asista o participe en ninguna actividad
explicitamente religiosa que ofrezcamos nosotros, y cualquier participacion
de usted en estas actividades debe ser puramente voluntaria;

Debemos separar en tiempo o lugar cualquier actividad religiosa financiada
explicitamente religiosa de actividades financiadas directamente del USDA;
Si se opone al caracter religioso de nuestra organizacién, debemos hacer
esfuerzos razonables para identificarlo y remitirlo a un proveedor alternativo
al que no tiene objeciones. No podemos garantizar, sin embargo, que en cada
caso, un proveedor alternativo estara disponible; y

Puede denunciar violaciones de estas protecciones (incluidas las
denegaciones de servicios o beneficios) por parte de una organizacion a la
agencia estatal (http://www.fns.usda.gov/fdd/food-distribution-contacts). La
agencia estatal respondera a la queja e informara de las presuntas violaciones
a la oficina regional del USDA FNS(http://www.fns.usda.gov/fnsregional-
offices).

Debemos proporcionarle este aviso por escrito antes de inscribirse en TEFAP o
recibir servicios de TEFAP, segun el requerido parte16 de 7 CFR.

Informacion de contacto de la Agencia Estatal:
MANNA FoodBank  828.299.3663
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IIporpama exkcrpenoi npoaoBoJib40i fonomoru (TEFAP) —
NMCbMOBE MOBIIOMJICHHS PO NpaBa OeHediniapis

Ha3zBa opranizaumii:
KonrakrTHa indopmanis nis cniBpo0itaukis Ilporpamu:

Ockinbku TEFAP noBHIcTIO 200 4aCTKOBO MIATPUMYETHCS (PIHAHCOBOIO
nornomororo denepanpHOro ypsiny, Mu 3000B's13aH1 TOB1IOMHUTH Bac PO TE, II0:

* Mu He MOXEMO JUCKPUMIHYBAaTH Bac Ha IMiJICTaBl pemirii abo pemiriiHux
NEepPEKOHAaHb, BIIMOBH BiJl JOTPUMAHHS PENITiHHUX MEPEeKOHaHb a00 B1IMOBH BiJ
BiJIB1IyBaHHsI 200 y4acTi B PeJIriiHii MPaKkTHIIi;

* Mu He MOXEMO BUMAaratH Bij Bac BiJBIyBaHHS a00 y4acTi B Oy/Ab-sIKUX SIBHO
pENITrifHUX 3ax0/ax, sIKi MU MPOTIOHYEMO, 1 Oy/Ib-sIKa Ballla y4acTh y IUX 3aX0Jax
MMOBMHHA OyTH BUKJIIOYHO TOOPOBUIBHOIO;

* Mu noBUHHI BIJOKPEMUTH B 4aci abo MicCIll Oy1b-sIKy IPUBATHO (piIHAHCOBAHY
SABHO PENITriHY AISUIbHICTh BIJ AISUTBHOCTI, IO MIATPUMYETHCS MPSAMOIO
nonomoroio USDA;

* Sk110 Bu 3amepevyeTre MpOTH PENIriiHOrO XapaKkTepy HaIIoi opraHizarlii, MU
MOBUHHI JOKJIACTU PO3YMHUX 3yCUJIb, 100 17IeHTU(IKYBATH Ta HAIIPABUTHU BaC JI0
aNMbTEPHATUBHOTO IMOCTAYaIbHIKA, TIPOTH SKOTO BH HE Ma€eTe 3arnepedeHb. OqHak
MU HE MOKE€MO TapaHTyBaTH, 1110 B KO)KHOMY BUMAAKY Oy/e TOCTYITHHMA
aNbTEPHATUBHUH MOCTAYATBHUK; 1

* Bu MoxeTe MoBiIOMUTH TIPO TMOPYIICHHS ITUX 3aCO0IB 3aXHUCTY (BKIIOYAIOUH
BIIMOBY B IIOCJIyTrax a0o nuibrax) 3 O0OKy oprasizauii B Jlep>kaBHE areHTCTBO
(http://www.fns.usda.gov/fdd/food-distribution-contacts).

Jlep>kaBHe areHTCTBO BiJpearye Ha CKapry Ta MOBIIOMUTH MPO nepeadavyBaHi
MOPYIICHHS 10 BIAMOBIIHOTO perioHanbHOro odicy USDA FNS
(http://www.fns.usda.gov/fns-regional-offices).

Mu MOBUHHI HAJIaTH BaM I1€ TMChMOBE TTOBIIOMJICHHS, IIEPIII HI’K BH
3apeectpyerech y TEFAP a6o otpumaere nociyru Big TEFAP, sik Toro Bumarae 7
CFR, yactuna 16.

KonraktHa indopmauis /lep:kaBHOro areHTcTBa:
MANNA ®yabank

828.299.3663
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Attachment 4: Income Guidelines

NORTH CAROLINA DEPARTMENT OF AGRICULTURE
AND CONSUMER SERVICES

FOOD DISTRIBUTION DIVISION

THE EMERGENCY FOOD ASSISTANCE PROGRAM

INCOME ELIGIBILITY GUIDELINES FOR
HOUSEHOLD ELIGIBILITY FOR USDA FOODS

Effective October 1, 2023 through September 30, 2024

Household Gross Income Must Be Below Level of Appropriate Size Household

HOUSEHOLD SIZE | PER YEAR PER MONTH PER WEEK
1 $29,160 $2,430 $561
2 $39,456 $3,288 $759
3 $49,728 $4,144 $957
4 $60,000 $5,000 $1,154
5 $70,296 $5,858 $1,352
6 $80,568 $6,714 $1,550
7 $90,840 $7,570 $1,747
8 $101,136 $8,428 $1,945

EACH
ADDITIONAL +$10,296 +$858 +$198
FAMILY MEMBER
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Attachment 5: No ID Sign
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Attachment 6: Temperature Log FOOD STORAGE
TEMPERATURE CHART
Dry Storage Area — 50° - 70°F (10°C to 21°C)
Cooler Storage Area — 35°F to 39°F (1°C to 4°C)
Freezer Storage Area — -10°F to 0°F (-23°C to -18°C)
Circle: Dry Cooler Freezer Circle: Dry Cooler Freezer
Month/Day/Year Temperature Checked By Month/Day/Year Temperature Checked By
/1] /1]
121 121
131 131
/4] 141
151 151
16/ 16/
171 171
/181 181
191/ 191
/10/ /10/
/11/ 11/
1121/ 112/
113/ 113/
/141 /141
/115/ 115/
116/ 116/
1171 1171/
/181 118/
119/ 119/
120/ 120/
1211/ 1211/
1221 1221
1231 1231
/1241 /1241
125/ 125/
126/ 126/
1271 1271
1281 1281
1291/ 129/
130/ /30/
/311 /1311

If temperatures are not within recommended range, take immediate corrective action to avoid food loss.
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Attachment 7: Neighbor Intake Form (English, Spanish, Ukrainian)

TEFAP Eligibility Form 1 October 2023 — 30 September 2024

Name

Address

City

County
Household size FNS/Food Stamps: Yes No

Effective October 1, 2023 through September 30, 2024
(Household gross income must be at or below for appropriate size household)

HOUSEHOLD SIZE PER YEAR PER MONTH PER WEEK
1 $29 160 $2.430 $561
7 $39 456 $3.288 $759
3 $49 728 $4,144 $957
4 $60,000 $5,000 $1.154
5 $70.296 $5,858 $1,352
6 $80.568 $6.714 $1.550
7 $90.840 $7.570 $1.747
3 $101,136 $8.428 $1.945
IE:/,:?\:/IFIILA\\(DI\E/I) 'ETI\}I%EQL +$10.296 +$858 +$108

The above table shows a yearly gross income for each family size. If your household income is at or below the
income listed for the number of people in your household, you are eligible to receive food. A household is defined
as a group of people who live together and share money and other resources in order to get food. OR, if you
currently participate in a Food & Nutrition Services Program (i.e. Food Stamps) you are automatically eligible
to receive TEFAP and do not need to look at the income scale.

Please read the following statement carefully: | understand that any misrepresentation of need, sale, or misuse of
the foods | have received is prohibited and could result in a fine, imprisonment, or both. (Sec. 211 E, PL 96-494 and
Sec. 4C, PL 93-86 as amended.)

Proxies are for individuals unable to attend a distribution, and use a proxy instead. Date

Proxy:

Proxy:

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 administering USDA programs are prohibited from discriminating based on
race, color, national origin, sex (including gender identity and sexual orientation), disability, age, or reprisal or retaliation for prior civil rights
activity in any program or activity conducted or funded by USDA.

Persons with disabilities who require alternative means of communication for program information (e.g. Braille, large print,

audiotape, American Sign Language, etc.), should contact the Agency (State or local) where they applied for benefits.

Individuals who are deaf, hard of hearing or have speech disabilities may contact USDA through the Federal Relay Service at (800) 877-8339.
Additionally, program information may be made available in languages other than English.

To file a program complaint of discrimination, complete the

USDA Program Discrimination Complaint Form, (AD-3027) found online at: http://www.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

This institution is an equal opportunity provider.
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Date
m/d

FNS

Yes

No

Yearly
Income

Monthly
Income

Weekly
Income

If you do not receive FNS Benefits (Food Stamps),
record your yearly, monthly, or weekly income if there

has been a change.

Agency Signature

10

11

12

13

14

15

16

17

18

19
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FORMA DE ELEGIBILIDAD PARA TEFAP 1 Octubre 2023- 30 Septiembre 2024

Nombre:
Direccion:
Ciudad:
Condado:

NUmero de personas en el Cupones de alimentos? si no
hogar:

Efectivo desde 1 de Octubre 2023 hasta 30 de Septiembre de 2024
(Los ingresos gruesos tienen que estar en o abajo para el tamafio apropiado del hogar.)

TAMANO DE HOGAR POR ANO POR MES POR SEMANA
1 $29,160 $2,430 $561
2 $39,456 $3,288 $759
3 $49,728 $4,144 $957
4 $60,000 $5,000 $1,154
5 $70,296 $5,858 $1,352
6 $80,568 $6,714 $1,550
Il $90,840 $7,570 $1,747
8 $101,136 $8,428 $1,945
CADA MIEMBRO
ADICIONAL DE LA +$10,296 +$858 +$198
FAMILIA

La tabla abajo muestra los ingresos gruesos anuales para cada tamafio de familia. Si sus ingresos de hogar estan en o
debajo los ingresos en la tabla para el nimero de personas en su hogar, usted es elegible para recibir los alimentos.
Un hogar es definido como un grupo de personas que viven juntos y comparten dinero y otros recursos a fin de
conseguir el alimento. O, si usted participa en una programa de estampillas de alimentos, usted es
autométicamente elegible para recibir TEFAP v no tiene que mirar la escala de ingresos.

Entiendo que cualquier falsificacién de necesidad, venta, 0 mal uso de la comida que he recibido es prohibida y
podria causar multas, el encarcelamiento, o ambos. (Sec. 211 E, PL 960494 y Sec. 4C, PL 93-86, segln
enmendado.)

La siguiente seccion es s6lo para los individuos recluidos. Fecha
Representante Autorizado:

Representante Autorizado:

De conformidad con la Ley Federal de Derechos Civiles y los reglamentos y politicas de derechos civiles del Departamento de Agricultura de los
EE. UU. (USDA, por sus siglas en inglés), seprohibe que el USDA, sus agencias, oficinas, empleados e instituciones que participan o administran
programas del USDA discriminen sobre la base de raza, color, nacionalidad, sexo (incluyendo identidad de genero y orientacion de
sexual),discapacidad, edad, o en represalia 0 venganza por actividades previas de derechos civiles en algin programa o actividad realizados o
financiados por el USDA.

Las personas con discapacidades que necesiten medios alternativos para la comunicacion de la informacion del programa (por ejemplo, sistema
Braille, letras grandes, cintas de audio, lenguaje desefias americano, etc.), deben ponerse en contacto con la agencia (estatal o local) en la que
solicitaron los beneficios. Las personas sordas, con dificultades de audicién o discapacidades del hablapueden comunicarse con el USDA por
medio del Federal Relay Service [Servicio Federal de Retransmision] al (800) 877-8339. Ademas, la informacion del programa se puede
proporcionar en otros idiomas.

Para presentar una denuncia de discriminacion, complete el Formulario de Denuncia de Discriminacion del Programa del USDA, (AD-3027) que
esté disponible en linea en:http://www.ocio.usda.gov/sites/default/files/docs/2012/Spanish_Form_508_Compliant_6_8_12_0.pdf. y en cualquier
oficina del USDA, o bien escriba una carta dirigida al USDA e incluya en la carta toda la informacion solicitada en el formulario. Para solicitar
una copia del formulario de denuncia, llame al (866) 632-9992. Haga llegar su formulario lleno o carta al USDA por: (1) correo: 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; o (3) correo electronico: program.intake@usda.gov.
Esta institucion es un proveedor que ofrece igualdad de oportunidades.
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Fecha
m/d

Cupones de
alimentos

Si No

Ingresos Por
Ano

Ingresos Por
Mes

Ingresos Por
Semana

Si usted no recibe estampillas de comida, escribir en tu
anual, mensual, semanal o

ingresos.

Firma de Representante
de la Agencia

10

11

12

13

14

15

16

17

18

19

20
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dopma BinnosigHocti TEFAP 1 skoBTHs 2023 p. — 30 Bepecus 2024 p.

Ha3Ba
Bamy aapecy
MiCTO
MOBIT
p03Mip AOMOToCrnoaapCcrBa TAJOHHU HA XapquaH}m: Tak Hi
Tepwmin maii 3 1 sxoBTHI 2023 poky 1mo 30 BepecHs 2024 poky
(Banosuii 1oxin ciM'l moBUHEH A0piBHIOBAaTH a00 OYTH MEHIIMM 3a JOX1J CiM'i BIAIOBIIHOIO PO3MIpY)
PO3Mip T0MoOrocnoaapcTaa I0PivHO IOMiCsTIst IOTHKHS
1 $29,160 $2,430 $561
2 $39,456 $3,288 $759
3 $49,728 $4,144 $957
4 $60,000 $5,000 $1,154
5 $70,296 $5,858 $1,352
6 $80,568 $6,714 $1,550
7 $90,840 $7,570 $1,747
8 $101,136 $8,428 $1,945
KOXHOI'O
JIOJIATKOBOT'O YJIEHA +$10,296 +$858 +$198
CIM'L

VY Tabnuili BUIIE MOKa3aHO PIYHUN BAIOBHA JOXIi[ IJIsI KOXKHOTO po3Mipy ciM’i. SIKIo A0Xi/ Bamioi ciM'T TOPIBHIOE
a0o MeHIIIe 10X0/y, 3a3HaUeHOT0 JJIsl KIJIbKOCTI 0ci0 y Bamiil cimM', BM MaeTe mpaBo Ha XapyyBaHHSI.
JlomMorocmnoapcTBo BU3HAYAETHCS SIK IPYTIa JIFO/EH, SKi )KUBYTh Pa3oM 1 IUIATHCS TPOIIMMA Ta IHIIUMHU pecypcaMu
1t orpuManHs Dxi. ABO, sikino By 3apa3 Gepere ydacts y nporpami Food and Nutrition Service (To0To TanoHu Ha
Xap4yBaHHs), BM aBTOMAaTHYHO MaeTe npaBo Ha TEFAP i Bam He IOTpiOHO AMBHUTHCS Ha LIKAIY JOXOJY.

A posymito, mo Oyab-sKke BBEACHHS B OMaHy iH(QOpMaIlii npo motpedy B OTpUMaHUX MHOIO IIPOIYKTaX, iX MPOaax
a00 HempaBMWIbHE BUKOPUCTAaHHS 3a00pOHEHO Ta MOKE MPHU3BECTH A0 mTpadiB, yB’si3HEHHS 200 000X. (Po3maim 211
E, PL 96-494 i I'maBa 4C, PL 93-86 3i 3mMiHamMu.)

JoBipeHocTi npu3HayveHi A 0c¢i0, AKi He MOKYTb OyTH IPUCYTHi. aara

[IPOKCI:

[IPOKCI:

Bigmosinao 1o @enepalibHOrO 3aKOHY IIPO IIMBLILHI IIpaBa Ta HOPMATUBHUX aKTIiB 1 mosiTuku MiHicTepcTBa ClIbCHKOTO

rocogapersa CIIA (USDA) mono rpoManaHchkux npas, Minicrepersy cimbebkoro rocogapersa CIIIA, foro arerrersam, odicam i
CIIiBpOOITHUKAM, a8 TAKOK YCTAHOBAM, SIKi 0epyTh y4acTh a00 KepyloTh mporpamamu Minicrepersa cinbebkoro rocmogapersa CIIIA,
3a00pOHAETHCA TUCKPUMIHYBATH 32 03HAKAMM PACHU, KOJIbOPY ITKipH, HAITlOHATbHE TTOXOPKeHHS, CTaTh (BKJIIOYHO 3 TeH IePHOI0

iIeHTHYHICTIO Ta ceKCyaIbHOIO OpieHTAIIie0), iIHBATIIHICTD, Bik 260 permpecii uu IIoMeTa 3a TIoIepeIHI0 TisIbHICTb ¥ cdepi 3aXucTy
TPOMAISHCHKHX IIPaB y Oyab-AKiN IIporpami 4M JisJIbHOCTI, 10 IPOBOAUTHCA abo dinancyerses USDA.

Ocobu 3 00MeKEeHUMH MOYKITUBOCTAMHE, SIKUM IOTPIOHI aIbTepHATHBHI 3aC00M 3B’ 3Ky IS OTPUMAaHHSA 1HGOpMAIlii IIpo mporpamy

(mampukran, mpudT Bpaiiis, Beuknit mpudT, aymiosanic, aMepHRAHCEKA MOBA SKECTIB TOIIO), TIOBWHHI 3BEPHYTHUCS 10

areHTCTBA (Tep:KaBHOTO UM MICIIEBOTO), Ky/IM BOHM TOJAJH 3asBKY HA OTPIMAHHS ITLTBT.

Ocobu, sIKi € TJIyXUMH, IIOTaHO YyI0Th 460 MAlOTh IOPYIIeHHs MOBH, MOKYTh 3B’sidatucsa 3 USDA uepes DenepanbHy ciy:k0y peTpaHCIIAIil 3a
rHomepoMm (800) 877-8339. Kpim Toro, indopmartis mpo mporpaMmy Mo:ke 6yTH JOCTYITHA MOBAMM, BIMIHHUMH BiJT aHTJTIHCHKO.

1106 momaTH crapry IoJ0 AUCKPUMIHAIIII 3a IIPOrpaMoIo, 3aIOBHITE (hOPMY CKAapTH IOJI0 AUCKpHMiHaliii 3a mporpamoio USDA (AD-3027), aky
MoskHa 3HaiTH B [HTepHeTi 3a agpecoo: http!//www.ascr.usda.gov/complaint_filing_cust.html, y 6yab-sixkomy odici USDA a6o manwurmiTs jucr,
anpecoBannit MinicreperBy ciibebkoro rocmomapersa CIIA, 1 mHamaiite B sineri Beto HeoOxinHy iH(opmario y dopwmi. [Io6 orpumary rormio
dopmu ckapru, Tesedonyiite (866) 632-9992. Haminurite 3amosHeny dopmy abo mucra mo USDA mo: (1) IMomrra: U.S. Department of Agriculture
Office of the Assistant Secretary for Civil Rights, 1400 Independence Avenue, SW, Washington, D.C. 20250-9410; (2) ®axc: (202) 690-7442;
or (3) EmexrponHa momTa: program.intake@usda.gov
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TAJIOHH HA
Xap4yBaHHs
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TaK Hi

OPiYHO

HroMicsus

IIOTHXXHA

BiOYJIMCSI 3MiHH.

IIxmio Bu He oTpuMyete minbra FNS (Tanonn Ha xapdyBaHHS),
3aMUIIITh CBiM PiYHKM, MiCSYHUIT 200 THIKHEBHUH TOXiJ, SKIIO

ITigmuc arenrcrsa
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Attachment 8: Mobile Distribution Intake
TEFAP ELIGIBILITY APPLICATION FOR USE DURING
MOBILE DISTRIBUTION

AGENCY NAME:

TEFAP DISTRIBUTION SITE ADDRESS:

CITY:

COUNTY:

Issued by: Date:
Agency Representative Signature

IMPORTANT------ READ THIS STATEMENT BEFORE SIGNING FOR FOOD(S):

Participant understands that any misrepresentation of need, sale, or misuse of the foods I
have received is prohibited and could result in a fine, imprisonment, or both (Sec. 211 E, PL 96-
494 and Sec. 4C, PL 93- 86 as amended).

In accordance with federal civil rights law and U.S. Department of Agriculture (USDA)
civil rights regulations and policies, this institution is prohibited from discriminating on the basis
of race, color, national origin, sex (including gender identity and sexual orientation), disability,
age, or reprisal or retaliation for prior civil rights activity.

Program information may be made available in languages other than English. Persons
with disabilities who require alternative means of communication to obtain program information
(e.g., Braille, large print, audiotape, American Sign Language), should contact the responsible
state or local agency that administers the program or USDA’s TARGET Center at (202) 720-
2600 (voice and TTY) or contact USDA through the Federal Relay Service at (800) 877-83309.

To file a program discrimination complaint, a Complainant should complete a Form AD-
3027, USDA Program Discrimination Complaint Form which can be obtained online at:
https://www.usda.gov/sites/default/files/documents/USDA-OASCR%20P-Complaint-Form-
0508-0002-508-11-28-17Fax2Mail.pdf, from any USDA office, by calling (866) 632-9992, or by
writing a letter addressed to USDA. The letter must contain the complainant’s name, address,
telephone number, and a written description of the alleged discriminatory action in sufficient
detail to inform the Assistant Secretary for Civil Rights (ASCR) about the nature and date of an
alleged civil rights violation. The completed AD-3027 form or letter must be submitted to USDA
by:

(2) 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

This institution is an equal opportunity provider.

MANNA FoodBank TEFAP Agency Manual, 1 October 2023 — 30 September 2024



Monthly Weekly

29

Date: FNS Income Income
- Number
If you do not receive in _
FNS Benefits (i.e. food House- Autholillzed Proxy
Household Name Yes | No stamps), Enter ame
monthly or weekly hold Effective October 1, 2023 through September 30,
income 2024
Name
Per
Address Household Size Per Year Month Per Week
$29,160 | $2,430 | $561
Name 1
Address ) $39,456 | $3,288 [ $759
$49,728 | $4,144 | $957
Name 3
Address 4 $60,000 | $5,000 | $1,154
$70,296 | $5,858 | $1,352
Name 5
Address 6 $80,568 | $6,714 | $1,550
$90,840 | $7,570 | $1,747
Name !
Address 8 $101,136 | $8,428 | $1,945
Name
EACH
Address ADDITIONAL
iy | +$10,296 | +$858 | +$198
Name MEMBER
Address
Name
Note: Neighbor addresses are
Address not required IF the address is
already on file from previous
Name TEFAP intake during the
current fiscal year, Oct 23 —
Address Sept 24.
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TEFAP PROXY LETTER

I, , authorize
(name of recipient)
to pick up my
(name of proxy)
TEFAP for me, from
(start date)
until
(end date)
Signature:

This institution is an equal opportunity provider.

TEFAP PROXY LETTER

I, , authorize
(name of recipient)
to pick up my
(name of proxy)
TEFAP for me, from
(start date)
until
(end date)
Signature:

This institution is an equal opportunity provider.

TEFAP PROXY LETTER

I, , authorize
(name of recipient)
to pick up my
(name of proxy)
TEFAP for me, from
(start date)
until
(end date)
Signature:

This institution is an equal opportunity provider.

TEFAP PROXY LETTER

I, , authorize
(name of recipient)
to pick up my
(name of proxy)
TEFAP for me, from
(start date)
until
(end date)
Signature:

This institution is an equal opportunity provider.
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Attachment 10: Civil Rights Training Record of Completion

Agency Online Training: Civil Rights
North Carolina Department of Agriculture and Consumer Services

Food Distribution

Agency Name: Agency Number:

Dates of Training:

Attendees of Training:

Keep this training record on file for 5 years and submit a copy to the Commaodities Coordinator or
your Agency Relations Manager / If additional attendees, print another copy of this form.
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Attachment 11: Sample Policy Manual for Agencies
Sample Policy Manual for Agencies
This policy manual is designed as a sample for agencies, and may have to be edited to best fit
your pantry. The Commaodities Coordinator can assist in developing your agency policy manual.

Accommodations

We will make accommodations for neighbors within reason. We use Google Translate if
there is a language barrier. Since our distribution is in a basement with no elevator, there is a sign
with a phone number to call for neighbors who can’t use the stairs.

Training

We will have an annual TEFAP training session in October, after all of the new TEFAP
documents are out. Any new staff or volunteers will do the online civil rights training before
they stat working with TEFAP product or TEFAP neighbors.

Complaints

If a neighbor ever makes a civil rights complaint, we will help them. We’ll give them the
agency director’s contact as well as the Commodities Coordinator or Agency Relations Manager
at MANNA. If they want to file an official USDA complaint, we keep a few copies of the form
on hand and will help them fill it out, if they ask. Any time there is a complaint or the potential
for one, all of the staff/volunteers who saw it will record what happened in detail.

Disruptive Neighbors

If there is a neighbor being disruptive or bothering other neighbors at a distribution, the
lead of the distribution for that day can ask that they stop the behavior or leave. We’ll offer to get
them a box of the TEFAP food from that distribution as they are leaving, so that they don’t go
without food. If they refuse to change their behavior or leave, we’ll call the police. Any time
there is a disruptive guest it will be recorded as if there was a complaint filed, just in case.

Deliveries

We will not offer any TEFAP deliveries to anyone, because we don’t have the capability
to offer it to everyone. // We offer delivery to TEFAP neighbors upon request, and keep this
policy posted at the intake area so everyone can see it. We don’t offer it verbally unless asked.

Volunteers

We will let anyone be a volunteer, but they can’t volunteer on a day they are receiving
TEFAP food. // We do background checks on everyone when they start, and if they have
anything on their record it will be the agency director’s choice if they are allowed to continue
volunteering or not.

Proxy Pickup

As long as the intake form has the proxy’s name on it, we will always allow proxy
pickups and trust whoever is picking up food, that they are picking up for the intended
neighbor.

Donated TEFAP
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If a neighbor doesn’t like some of the TEFAP food included in the distribution, they can
donate it back to us. We’ll cross out the barcode with a marker and place it with other donated
food.

First come, first served
We make everyone get in a line to receive TEFAP. We don’t hold extra TEFAP food for
anyone who might be running late or has a larger family. All TEFAP is first come, first served.

TEFAP storage

All of the TEFAP food is kept together, but in the same room and coolers as non-TEFAP
food. We keep labels on the shelving to separate TEFAP from non-TEFAP food and train the
staff and volunteers on where to stock TEFAP food when we receive it.

Food Sales

At our agency, we purchase or receive donated food that is then sold in the annual
fundraiser. The fundraiser helps pay for our bills each year. MANNA and TEFAP food will
never be sold in the fundraiser.

Record Keeping

All TEFAP records are kept for five years in a binder. This includes neighbor intake
forms, pest control invoices, TEFAP agency agreements, civil rights training, and food
safety training. They are stored in the director’s office, away from other neighbor records. Each
binder is labeled “TEFAP” and the date range of documents it contains.

Signage

We will have all of the following signs posted at every distribution, on the wall as people
come inside. No ID, Civil Rights poster, you may qualify for TEFAP, notice of beneficiary
rights, and the current distribution rate for the day. John Smith will check to make sure they are
still up once a month and replace them as needed. He’ll ask MANNA for the civil rights poster if
that needs to be replaced.

After Hours Access

We do offer after-hours access to food using a small container outside, but only for non-
TEFAP dry goods. We don’t offer access to TEFAP food outside of the normal twice-weekly
distribution times.

Other Programs with Other Intake Levels

We also have rent and bill assistance, and since those programs ask for more info, we will
always distribute TEFAP first, then do the other intake. All of the other files we have on a
neighbor are kept separate from their TEFAP intake forms.
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