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Introduction

The Emergency Food Assistance Program (TEFAP)

TEFAP is a federal food distribution program. Formerly, The Temporary Emergency Food
Assistance Program Act was passed by Congress in March 1983 (Public Law 98-8) to
support American farmers, stabilize agricultural markets, and reduce food insecurity. The
program was most recently reauthorized by the 2018 farm bill, Public Law 115-334, Section
4018 (The Emergency Food Assistance Program (TEFAP): Background and Funding |
Congress.gov | Library of Congress). The United States Department of Agriculture (USDA)
Food and Nutrition Services (FNS) purchases food through subsidy and price-support
programs and distributes it to states across the country. In lllinois, the USDA has designated
the lllinois Department of Human Services (IDHS) to administer and manage the allocation
and oversight of food distribution.

IDHS TEFAP partners with seven (7) regional food banks; Central lllinois Food Bank, Eastern
lllinois Foodbank, Greater Chicago Food Depository, Northern lllinois Food Bank, River Bend
Food Bank, St, Louis Area Food Bank and Tri-State Food Bank. These food banks specialize
in the storage, warehousing and distribution of large quantities of foods and partner with local
distribution sites; food pantries, soup kitchens, and shelters for the unhoused, that seek to
enhance their capacity to serve individuals and families in need. TEFAP significantly
enhances both the quantity and variety of food available to eligible recipients at no cost.

Each participating distribution site must sign a contract — an agreement between the
distribution site and the partnering food bank — at the beginning of each State Fiscal Year
(SFY), which runs from July 1 through June 30. Additionally, program rules and compliance
training are mandatory on an annual basis.

Monthly allocations of USDA Foods to distribution sites are contingent upon ongoing
compliance with contractual obligations and applicable regulations. To ensure compliance,
distribution sites are subject to monitoring by the USDA/FNS, IDHS TEFAP and the
contracted food bank. Federal Regulations governing TEFAP are found in 7 CFR, Parts 250
and 251, and 2 CER 200.

Federally Funded Grant Programs

Temporary Assistance for Needy Families (TANF) Program

TANF is a federally funded grant program, administered by the United States, Department of
Health and Human Services, Administration for Children and Families (US DHHS/ACF). US
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DHHS/ACF TANF allocates funds to IDHS. IDHS allocates these funds to each partnering
food bank for the purpose of purchasing foods for distribution to households that include a
pregnant woman and/or at least one dependent child under the age of 18 living in the same
household.

TEFAP and TANF are no-cost programs. Participation is voluntary; however, it requires full
adherence to the regulations and guidelines set forth by the USDA/FNS TEFAP, US
DHHS/ACF TANF Program, IDHS TEFAP, and the individual food bank.

TEFAP Civil Rights Compliance Standards

Civil rights and non-discrimination are the cornerstones of USDA policy and must be adhered
to at all levels of food distribution. Distribution sites must adhere to the following standards:

1. Comply with all civil rights and non-discrimination laws including:

a. Receive and document annual civil rights and non-discrimination training
Provide and document civil rights and non-discrimination training to volunteers
Display the “And Justice for All” poster
Accommodate people with disabilities
Reduce language barriers for people with Limited English Proficiency (LEP).
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Ensure every effort to conduct outreach to under-represented communities to make potential
recipients aware of available services and days/hours of operation. Examples of outreach are
notices in local newspapers, posters, pamphlets, newsletters, websites or other electronic
media.

The non-discrimination statement (NDS) explains prohibited activities under Civil Rights and
Non-Discrimination. The following statement should be included in all information materials
and sources including Web sites (at a minimum the NDS, or a link to it, must be included on
the home page of the program information). If the material is too small to permit the full
statement to be included, the material must at a minimum include the statement (in print size
no smaller than the text) “This institute is an equal opportunity provider,”:

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, religion, sex, disability, age, marital
status, family/parental status, income derived from a public assistance program,
political beliefs, or reprisal or retaliation for prior civil rights activity, in any program or
activity conducted or funded by USDA (not all bases apply to all programs). Remedies
and complaint filing deadlines vary by program or incident.
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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 State or local Agency that administers the program, or contact USDA
through the Telecommunications Relay Service at 711 (voice and TTY). Additionally,
program information may be made available in languages other than English.

To file a program discrimination complaint, complete the USDA Program Discrimination
Complaint Form, AD-3027, found online at How to File a Program Discrimination
Complaint 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, Mail Stop 9410, Washington, D.C. 20250-
9410; (2) fax: (202) 690-7442; or (3) email: program.intake@usda.gov.

Program Discrimination Complaint form (Civil Rights) (See Appendix 1)

The USDA Program Discrimination Complaint Form (AD-3027) should be completed by an
applicant or participant whenever a potential Civil Rights or discrimination violation has
occurred. Distribution site staff or volunteers must inform their partner food bank regarding all
such incidents.

The URL for access to:
o The online USDA Program Discrimination Complaint Portal:

o https://www.usda.gov/oascr/program-complaints

e The complete Program Discrimination Complaint form:

o https://www.usda.gov/sites/default/files/documents/ad-3027.pdf (English)

o https://www.usda.gov/sites/default/files/documents/ad-3027s.pdf (Spanish)
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Distribution Site Forms
Eligibility Sheet (See Appendix 2)

Documentation requirements of recipients (also referred to as: neighbors, participants,
recipients, applicants, individuals or representatives) must be limited to the Eligibility Sheet
provided by IDHS. Refrain from altering or combining State provided documentation. Some
food pantries use electronic platforms to determine eligibility. When using electronic
platforms, it is required that all information on the hard copy is also included on the electronic
platforms.

Food pantries are responsible for obtaining recipient information (completion of the Eligibility
Sheet or Proxy Statement) but are not responsible for the accuracy of recipients’ entries.
USDA and the State of lllinois hold the neighbor responsible (self-attestation & self-
declaration) for the accuracy of information provided on the Eligibility Sheet.

The Eligibility Sheet is a document used to determine TEFAP eligibility. Food pantry staff or
volunteers can enter all Eligibility Sheet information on behalf of the recipient including the
name of the recipient after a verbal self-attestation.

Proxy Statement (See Appendix 3)

If a recipient is homebound, or otherwise unable to access a distribution site during their open
hours, the recipient can appoint a person to be their “Proxy” to pick up food for them. The
Proxy Statement must be completed in place of, or along with, the Eligibility Sheet. Every
recipient must complete the Proxy Statement in its entirety and sign, self-attesting that their
income is below the maximum monthly gross income.

If a proxy is being utilized, a Proxy Statement must be signed by both the recipient and proxy.
By signing, the recipient attests that:
1. income does not exceed IDHS established limits
2. the recipient resides within lllinois
3. information provided is accurate and in compliance with TEFAP regulations related to
TANF
4. the recipient releases the USDA, the State of lllinois, and the food pantry or person
distributing food from all liability resulting from receipt of food

The recipient acknowledges the following:
1. the sale of USDA Foods, or its use for purposes other than household consumption
may subject the recipient to prosecution under applicable federal and state laws
2. eligible recipients are entitled to be served food at least once every 30 days
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To simplify service data collection, sites may choose to transfer recipient information from
Proxy Statements onto the Eligibility Sheet so all data can be counted from a single source. If
a site chooses not to do this, the recipient information from the Proxy Statement must be
included in the Monthly Service Data Report. Recipient data must be reported from either the
Eligibility Sheet or the Proxy Statement. Sites must ensure that recipient information is not
counted twice.

Any recipient using a proxy must complete a Proxy Statement that includes the following:

recipient name and original (wet) signature

number of all recipients in the household

name of person (proxy) designated to pick up food for recipient
number of children 18 years or younger in the household

if they receive SNAP benefits

abrwbd -~

Once the recipient has completed their section of the Proxy Statement and the proxy has
arrived at the pantry, the following steps must be taken.:
1. the designated proxy signs the Proxy Statement in the presence of food pantry staff
when food is distributed
2. the food pantry staff enters the “Distribution Date” and signs the Proxy Statement.

A new Proxy Form is required annually, or whenever a new proxy is designated. A recipient
may designate multiple proxies as needed. Individuals can be a proxy for more than one
recipient. For example:
o Joe may serve as proxy in February.
o Beth may serve as proxy in March.
« Beth may also serve as proxy for other recipients

Food banks are to provide partner food pantries with updated forms for the current fiscal year.
Food pantries must ensure that the Eligibility Sheet and/or Proxy Statements they are using
are the most up-to-date versions.

Written Notice of Beneficiary Rights (See Appendix 4)

All recipients of The Emergency Food Assistance Program (TEFAP) must receive a Written
Notice of Beneficiary Rights prior to the distribution of food. This notice is incorporated into
the Eligibility Sheet and Proxy Statement, which satisfies federal requirements for posting.
Optionally, distribution sites can also either print and post the notice in plain sight or provide
this notice directly to recipients.
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Recipient Eligibility

Individuals or households residing in lllinois, including those who are unhoused, are
eligible to receive food through TEFAP/TANF if their income is at or below 300 percent of
the federal poverty level. Pantry site personnel or volunteers are to complete the Eligibility
Sheet (see Appendix 2) for each individual to report to their partnering food bank.

Temporary Assistance for Needy Families (TANF)
On the Eligibility Sheet and on the Proxy Statement, recipients are asked to identify the
number of children living in the household who are 18 years of age or younger for TANF. This
information is required for the receipt of TANF food when it is available, check with the
partnering food bank on when these items are available. To qualify for TANF food, a recipient
must:

1. be pregnant or have at least one child 18 years of age or younger who lives with them,

2. live in lllinois (unhoused qualifies),

3. must verbally self-attest on the Eligibility Sheet or Proxy Statement
The column for the total number of children receiving TANF food must be counted and
included in the monthly service data reported to the partner food bank (See Reporting
Section).

Soup Kitchens and Shelters

Recipients served at sites that provide prepared meals, such as soup kitchens or shelters,
are presumed eligible to receive USDA Foods. No documentation may be requested or
required at these locations under any circumstances. Pantry site personnel or volunteers
are to document the number of multiple servings per individual to report to their partnering
food bank.

Self-declaration by unhoused individuals must be accepted as a valid method of
establishing eligibility for TEFAP. Distribution sites are expected to make every
reasonable effort to serve unhoused recipients with dignity and discretion. When serving
unhoused recipients, food pantries should consider the types of foods that are appropriate
and easy to use and prepare.

Staff should use their best judgment in providing food items that are suitable for
individuals who may have limited or no access to cooking or refrigeration facilities
However, they should not automatically assume that an unhoused recipient does not have
access to appliances for cooking or storing refrigerated/frozen products. Engage in open
dialogue with the recipient to provide non-discriminatory service(s).

Staff are encouraged to connect unhoused individuals with relevant social service
agencies that can assist with obtaining documentation, identification, or other support
services.
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Proof of Income

Verbal self-attestation is the approved method for documenting income eligibility for The
Emergency Food Assistance Program (TEFAP). A physical signature is not required. The
primary household representative receiving USDA Foods must verbally confirm that the
household's monthly income is at or below 300% of the federal poverty level.

The name of the recipient should be printed on the TEFAP Eligibility Sheet. While the
recipient may write in their own name, it is preferred that site staff complete this portion to
ensure legibility and accuracy. The Eligibility Sheet includes pre-printed income thresholds
based on household size to assist in determining program eligibility.

Per State policy, distribution sites are strictly prohibited from requesting income
verification; no forms of financial proof may be required or collected.

Proof of Identity and Residency

In accordance with the final rules issued by the Food and Nutrition Service (FNS) on October
31, 2024, as published in the Federal Register at 7 CFR 251.5(b), and further clarified by
FNS guidance, length of lllinois state residency, address, or identification documents may not
be used as eligibility criteria for The Emergency Food Assistance Program (TEFAP).

If a TEFAP participant's address is required for enrollment in a separate, non-TEFAP
program, the distribution site must first determine TEFAP eligibility before requesting any
address information. TEFAP participants must attest to being residents of the state of lllinois.
This can be verified by the individual affirming their residency within the service area,
providing a ZIP code or county of residence, or through self-attestation of lllinois state
residency.

Distribution sites may display a map outlining their service area and allow participants to self-
attest that they reside within those boundaries. If an applicant self-attests to living outside the
service area but is otherwise eligible, the distribution site must provide USDA Foods at that
time and can then refer the individual to a closer site for future distributions. Should the same
individual return to the original site, they must continue to be served, if they remain eligible.

Under no circumstances may distribution sites request or require identification cards, Social
Security numbers, pay stubs, or any form of income documentation to verify identity,
residency, or income.

Completion of the TEFAP Eligibility Sheet is required for all distributions of USDA Foods. The
form must be completed for TEFAP participants receiving food for themselves and/or their
households, either by the recipients or site staff/volunteers.

THIS MANUAL MUST BE KEPT ON SITE AND AVAILABLE TO SITE PERSONNEL AT ALL TIMES.

THIS INSTITUTION IS AN EQUAL OPPORTUNITY PROVIDER.



https://www.ecfr.gov/current/title-7/part-251/section-251.5#p-251.5(b)

Requirements For Distribution Sites

All soup kitchens, shelters, and food pantries distributing USDA Foods must be formally
contracted as a TEFAP (The Emergency Food Assistance Program) distribution site. To
qualify as a contracted TEFAP food distribution site, an organization must meet the
following criteria:

e Organizational Status: Be a local governmental agency or a private, non-profit
organization with current documentation of 501(c)(3) tax-exempt status.

e Distribution Network: Actively distribute donated USDA Foods and foods purchased
with State and/or Federal funds to all lllinois residents that meet eligibility criteria

¢ Non-Discrimination Policy: enforces a policy of non-discrimination and makes
donated food available to all eligible households based on availability.

e Storage Compliance: site storage facilities meet required standards for temperature
control, security, and pest management.

o Staff Training: Provide training for pantry, soup kitchen, and shelter staff on TEFAP
policies, procedures, and compliance requirements, the pantry is to maintain accurate
training log (see Appendix 5) records for review (highly recommend including the
persons’ title or duty, to ensure the correct training is being provided and logged)

e Food Inventory Records: Maintain accurate records of USDA Foods received and
distributed, including inventory logs and fiscal documentation, as applicable.

e Program Adherence: pantries and soup kitchens operate during regularly scheduled
weekly hours and comply fully with program guidelines.

e Complaint Management: Investigate any complaints or irregularities promptly and
report findings to the partnering food bank or IDHS TEFAP.

¢ Information Distribution: Disseminate materials detailing TEFAP program
information, including SNAP (Supplemental Nutrition Assistance Program)
applications or guidance on how to access application resources.

¢ Required Data Collection and Reporting: Collect and report all data from Eligibility
Sheets, Proxy Statements, and meal service reports, including the number of
households and individuals served and those receiving SNAP benefits.

¢ Records Retention: Maintain Eligibility Sheets and Proxy Statements at the
distribution site; submission to the food bank is not required. *All records must be
retained for a minimum of three (3) years from the close of the applicable Federal
Fiscal Year (7 CER 251.10(a)(5)). The records for property and equipment acquired
with the support of Federal funds must be retained for three years after final
disposition (2 CFR 200.334(c)). The records must be retained until all litigation,
claims, or audit findings involving the records have been resolved and final action
taken if any litigation, claim, or audit is started before the expiration of the three-year
period (2 CFR 200.334(a)).
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TEFAP/TANF Food Distribution

USDA Foods Receipt

Food pantries must agree to receive a standard share allotment of USDA Foods, foods
purchased with State and/or Federal funds, each month. USDA Foods serve as a supplement
to existing food distribution and must be combined with donated and purchased food for each
distribution. All food distribution must be completed in accordance with TEFAP rules related to
TANF. Food pantries are requested to distribute a reasonable amount of food to households
based on household size.

Food pantries:

1. must pick up or receive food allotment(s) in a timely manner

2. can request an overall reduction to allotment if storage is an issue; (this must be
approved by the partnering food bank)

3. cannot decline or refuse their assigned allotment.

Home Delivery

Food pantries may deliver food to homebound recipients provided that the Eligibility Sheet or
Proxy Statement documents are completed upon each delivery.

Mobile Distribution Sites

Mobile distribution sites are only permitted to be operated by food banks

Confidentiality

Neighbor information is strictly confidential per 7 CFR 251.10 (c) (2). Confidential information
includes all data collected during intake, such as income, household size, and personal
details like addresses or birth dates. Only staff or volunteers directly managing TEFAP can
access participant data. Participants/neighbors must give permission before their data is
shared externally. Information can be shared with other health and welfare programs only for
outreach or eligibility purposes.

Obtaining TEFAP neighbor consent for information sharing purposes

Distribution sites should explicitly obtain consent from TEFAP applicants and
participants to share information with other health and welfare programs for program
eligibility purposes or for program outreach purposes. Applicant and participant consent
can be achieved by incorporating a written consent question or form into the intake or

sign-in process at the distribution site. The consent question/form must clearly list the
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other health and welfare programs that will receive the applicant or participant
information, the specific applicant and participant information that will be shared and

should allow the applicant or participant to easily agree to or opt out of the data sharing.

The consent question/form must also clearly indicate that the receipt of USDA Foods is
not contingent upon a participant’s or applicant’s consent to share their information.

Data Sharing Agreements:

If distribution sites want to share confidential applicant and participant information with
other health and welfare programs for use in determining eligibility in those programs,
they must sign agreements with those entities receiving the information to ensure that
the information is only used for specified purposes and will not be shared further. These
data sharing agreements should explicitly reference TEFAP confidentiality regulations
at 7 CFR 251.10(c) and must outline how the other program(s) will protect the
confidential applicant and participant information from being further shared. This should
encompass both accidental and purposeful disclosure of the information. An agreement
must be in place prior to sharing any applicant or participant information with another
program. Consent of the participant and agreement must be in place prior to sharing
any applicant or participant information with another program.

Reporting

Monthly Service Data Reporting — Food Pantries

Sites must report their distribution numbers (service data) to their partner food banks each
month, reflecting the distributions made during the previous month. Food pantry staff must

total the following columns on the Eligibility Sheet and on the Proxy Statements to be included

in the report:

1. “Household Size” column for the total number of individuals
2. “Recipient Names” column for the total number of households served
3. TANF column for the total number of children 18 years of age or younger

4. SNAP column (total number of “Yes” boxes checked) for the total number of
households receiving SNAP benefits
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Each month, the prior month’s service data must be submitted to the site’s partner food bank by
the food bank’s requested due date. Service data is used to determine the fair share of USDA
Foods; it is important to include totals from both Eligibility Sheets and Proxy Statements.
Eligibility Sheets and Proxy Statements can be retained at the distribution site and do not
need to be submitted to the food bank.

Monthly Service Data Reporting — Soup Kitchens and Shelters

Monthly service data must be submitted by each soup kitchen and shelter for the fotal meals
served. Reports are used to determine the standard share of USDA Foods for sites the
following next month. It is important to count every meal served. Second and third helpings
should be counted as individual meals and added to the total number of meals reported. Not
reporting all meals served could reduce the standard share of USDA Foods a soup kitchen or
shelter otherwise would receive. Soup kitchens and shelters must show how they computed
the total meals reported each month. Some soup kitchens or shelters ask recipients to sign in
at each meal; others count the number of plates used at each meal. Soup kitchens and
shelters should use the method most likely to give a true representation of the actual number
of meals served.

Supplemental Nutrition Assistance Program (SNAP)

IDHS encourages all distribution staff to refer non-participating SNAP recipients to the SNAP
online application process or to a SNAP team for assistance to ensure that those eligible for
nutrition assistance can make informed decisions about applying for the program and can
access benefits. Pantry staff and volunteers should inform potential SNAP recipients that
SNAP offers nutritional assistance to millions of people.

The SNAP check box should be marked on the Eligibility Sheet or on the Proxy Statement if
the recipient is currently enrolled in SNAP. When a food pantry staff refers a recipient to the
SNAP online application process or to a SNAP team for assistance, the SNAP check box on
the Eligibility Sheet or Proxy Statement should be marked. The total number of SNAP
recipients enrolled, and the total number of recipients who were referred to a SNAP team or
on-line SNAP application should be included in the monthly service data report (See
Reporting Section).
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Posters (USDA & IDHS)

The “And Justice for All” poster is required to be displayed in a public facing area. IDHS
requires food pantries to display the following posters in clear view of recipients:
e Operating Schedule Poster (laminated): Clearly lists the days and hours during which
the distribution site is open to the public.

e “And Justice for All” Poster: Provides information on recipient rights and instructions
for filing a complaint in the event of discrimination.

Exemption from Distribution Site Hours of Operation Requirement

The IDHS supports an innovative service model to address the emergency food needs of
individuals in rural or under-resourced areas, where meeting the standard minimum of two
operating hours per week may not be feasible due to limited staffing or volunteer availability.

In such cases, sites may request approval for special operating procedures or reduced hours
to ensure continued and effective food distribution. To request an exemption, the partnering
food bank must submit a completed Distribution Site Hours of Operation Exemption Request
Form via email to: dhs.iefp@illinois.gov.

Service Area and Geographic Restrictions

A service area refers to the natural or intended boundaries within which a distribution site
primarily operates and provides services. These boundaries are typically based on
geographic factors such as zip codes, neighborhoods, counties, or proximity to the site, and
are used to guide resource planning, and service delivery. (The site’s county is a primary
factor, as well as additional data, in its allocation and receipt of TEFAP foods.) While a service
area helps define the community a site aims to serve, it does not limit eligibility. Distribution
sites must provide TEFAP/TANF to any eligible lllinois resident, including those from outside
of their designated service area. Once a person is determined eligible, they must continue to
be served, regardless of the location of their residence within lllinois.

In contrast, a geographic restriction is a policy or practice that limits service only to
individuals who reside within a certain area, such as a specific zip code or county.
Geographic restrictions are not permitted under TEFAP guidelines. Any such limitation is
considered a barrier to access and is a violation of Federal and State program rules.

Distribution sites may not refuse service to any eligible recipient who resides outside of their
designated service area but within the State of Illinois.
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Additional Activities including Explicitly Religious Activities

Per 7 CFR Part 16.4 (b), food pantries, soup kitchens, or shelters that receive USDA
direct assistance under any USDA program may not engage in additional activity,
including activities that involve overt religious content such as worship, religious
instruction, or proselytization, as part of the programs or services supported with USDA
direct assistance. If there are such activities taking place at the distribution site. If an
organization conducts such activities, the activities must be offered separately, in time or
location, from the programs or services supported with USDA direct assistance, and
participation must be voluntary for beneficiaries of the programs or services supported
with such USDA direct assistance. The use of indirect federal financial assistance is not
subject to this restriction.

Food Safety & Storage
Food pantries must adhere to the following storage standards:

1. food must be at least 4 inches away from walls, 6 inches off floor and high enough to allow
for pest control and proper ventilation; provide two-foot ceiling clearance

keep floor, pallets, storage, and shelving clean

keep non-food items and cleaning products separate from food

4. dry and refrigerated USDA Foods must be rotated to ensure the quality and freshness of
food

5. apest control system must be in place: sites must keep pest control reports and/or invoices

that show the date of the most recent service and results, completed either by a licensed

professional exterminator or by staff certified and licensed

a licensed refuse service and pick-up schedule must be in place

store food away from direct sunlight

refrigerated foods must be kept between 35-40 °F and frozen foods below 0 °F

refrigerators and freezers must have working thermometers to verify temperatures.

w N

© 0N

Equipment/Operational Items (Federally Purchased)

Distribution sites that participate in TEFAP/TANF food distributions that receive federally
purchased equipment, shelving, bins, refrigerators/coolers, or freezers from partner food banks
are to ensure equipment is in good working order, communicates with the food bank when
maintenance, repairs are required. Federally purchased equipment must be returned to the
food bank if the distribution site:

1. voluntarily chooses to no longer participate in TEFAP; is no longer eligible to participate in
TEFAP
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2. no longer needs the equipment or the equipment is broken
3. temporarily or permanently closed
*If a food pantry relocates, prior approval must be obtained from the food bank for the
physical movement of federally purchased equipment.

The distribution site must ensure equipment provided by the partnering food bank is
maintained, and in good working condition. The food bank will conduct periodic physical
inventory to ensure equipment is being managed and the food pantry maintains compliance.
IDHS TEFAP also reserves the right to conduct physical inventories during monitoring visits.

Disposal of Federally Funded Equipment

At no time can a food pantry ever sell, trade, or dispose of federally purchased equipment.
Theft of federally purchased equipment must be reported immediately to both the police and
to the food bank.

Repacking and Repackaging
Repacking is permitted. This is the transfer of bulk fresh foods with a low risk of contamination
into other containers. An example of allowable repacking is the transfer of grapefruit from an
original bag/container into smaller mesh bags to facilitate distribution to families or individuals.
Foods that may be repacked are generally exempt from FDA Nutrition Labeling Requirements.

Repackaging is prohibited (not allowed). This is the transfer of processed or raw foods from its
original container into other containers with similar labelling information. An example of
prohibited repackaging would be the transfer of frozen bulk meat or poultry into another
container for distribution.

Transfer of Foods: Distribution Site to Distribution Site

The transfer of TEFAP foods is to ensure that such foods may be utilized in a timely

manner and in optimal condition. The transfer of USDA Foods between distribution sites is

permitted, provided the following conditions are met:

e Transfers are within a single food bank’s service area, within or outside of the county

e Transfers must be approved by the partner food bank (verbal or written)

e The USDA Foods Transfer Sheet is completed and submitted to the food bank for
signature
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Storage Standards

PERISHABLE FOOD PRODUCTS - REFRIGERATED AND FROZEN STORAGE

All refrigerated and frozen foods are highly perishable and must be handled with care to
prevent spoilage. Improper temperature, humidity, air circulation, and sanitation can
accelerate microbial growth, leading to rapid product deterioration, including safeguards to
address food loss/waste. If there is evidence of the following, notify the partnering food bank
immediately.

Upon receipt, products must be stored following a First-In/First-Out (FI/FO) inventory system.
Frequent inspections and removal of spoiled items are essential to minimize loss.

Frozen foods must not be accepted in a partially thawed condition and should never be
refrozen once thawed. Older products should be distributed promptly and not allowed to
accumulate.

TEMPERATURE CONTROL

Frozen Storage: Maintain temperatures at 0°F or lower. During transport, temperatures
should not exceed 10°F. Refrigerated Storage (chilled): Maintain between 35°F and 40°F.
Dry Storage: Maintain between 35°F and 75°F, unless perishables are refrigerated.

All storage areas must be equipped with working thermometers and should be monitored
regularly.

HUMIDITY CONTROL

Controlled humidity is essential to prevent microbial growth and product degradation. High
humidity can cause moisture-sensitive items (e.g., sugar, salt) to promote mold and insect
infestation. Lower humidity levels slow bacterial and enzymatic activity, preserving product
quality. Storage areas should be monitored and managed to maintain appropriate relative

humidity levels.

AIR CIRCULATION

Proper air circulation enhances product preservation and storage efficiency:

Products should be stored on pallets with a minimum of 4 inches from the wall, 2 feet from
the ceiling, and adequate aisle spacing. Avoid obstructing airflow around products, especially
those requiring temperature and humidity control.

PRODUCT QUALITY AND PACKAGING

USDA Foods must arrive in good condition and meet procurement specifications to ensure
quality throughout their shelf life. Packaging must be moisture- and vapor-proof to prevent
dehydration, discoloration, odor absorption, oxidation, and flavor loss. Damaged, torn, or
crushed packaging compromises product integrity and should be evaluated before
distribution.

DETECTION OF DETERIORATION
Regular inspections are necessary to identify and address signs of spoilage. Common
indicators include:
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Freezer burn (dehydration)

Off odors or discoloration

Mold, rancidity, or weeping
Undue softness or mealy textures

SEMI-PERISHABLE FOODS: DRY STORAGE

Semi-perishable foods include canned, dried, or otherwise processed items that do not need
refrigeration but still require careful handling. Though more stable than perishable items, they
are susceptible to spoilage when improperly stored or damaged. Inventory rotation must be
based on the package date, not the date of receipt. Items should be separated, labeled, and
stored in accordance with the FI/FO method. Products stored beyond recommended
timeframes must be inspected and, if in good condition, prioritized for distribution.

Products must be inspected for contamination, broken seals, bulging/dented cans - especially
on the rims/seals, ripped bags, containers, manufacturer seals are compromised.

STORAGE METHODS AND PRECAUTIONS

Avoid stacking items to heights that may cause crushing or bursting of lower layers. Do not
store items near heat sources such as steam or hot water pipes. Pallets should be used to
raise products off the floor and allow for air circulation. Do not store products directly against
walls or in room corners to ensure accessibility for cleaning and inspection. Cross-stacking
pallets provide stability and prevent tipping.

SPOILAGE RISKS AND PREVENTION
Spoilage may result from internal deterioration or external factors such as pests, temperature,
and humidity. Food spoilage can increase insect infestation; roach, weevils, moths, and flies
pose significant contamination risks. Infested products must be segregated, documented,
reported to the partnering food bank and disposed of, in compliance with regulations.
e Regular pest control must be performed in accordance with all applicable laws and
safety standards. (Environmental Safety 415 ILCS 60/1 lllinois Pesticide Act)
e Storage between 60°F and 90°F is particularly attractive to pests.
e Cornmeal and similar loose dry goods products are especially vulnerable and require
frequent inspection.

RODENT INFESTATION

Rats and mice can destroy packaging, consume product, and contaminate food with hair and
excrement. Prevention through exclusion (sealing entry points) and sanitation is the most
effective control measure.

ACCIDENTAL FREEZING

Some dry or semi-perishable foods may experience freezing in unheated storage during
winter months. In general, freezing does not compromise the safety of low-moisture or
canned products, though texture and appearance may be affected. Refrigerated storage is
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acceptable for dry products only if humidity is controlled between 50% and 60% to prevent
caking.

TEMPERATURE HAZARDS

Prolonged exposure to high temperatures can lead to mold, bacterial growth, rancidity, and
chemical degradation (e.g., pin holing in cans). Products such as flour and grains are
especially prone to insect infestation and odor absorption in hot, poorly ventilated conditions.

VENTILATION

Proper ventilation mitigates the risks associated with fluctuating temperatures and high
humidity: Warehouse facilities must be equipped to maintain consistent air flow. In some
environments, the use of fans, opening doors may be necessary to improve circulation and
stabilize temperatures.

LIGHT EXPOSURE DAMAGE

Damage caused by light is primarily a concern for products packaged in glass, plastic bags or
other transparent containers. Prolonged exposure to light can result in discoloration and may
negatively impact the flavor of foods that contain oils or fats or baked goods. To maintain
product quality, these items should be stored away from direct light sources whenever
possible.

Storage Temperatures and Relative Humidity for certain food products:

Product Temperature  Relative Humidity Comments

Frozen -10°Fto0°F | - Any product that is received frozen

Meats must be kept frozen.

Canned 35°Fto75° F 50 to 60%

Products

Honey 35°Fto75° F 50 to 60% May crystallize if stored in
refrigeration.

Raisins 35°Fto75° F 50 to 60% Will only last 5 to 9 months if stored at
70° F To remain fresher for 18
months, store at 40° F

Milled rice 35°Fto75°F 50 to 60%
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IL DHS TEFAP (STATE) Monitoring of Pantry/Distribution Sites

IDHS TEFAP is required by federal law to periodically conduct on-site monitoring of
distribution sites (food pantries, soup kitchens and shelters). The IDHS TEFAP team will
endeavor to notify food banks that the team will be in the area to conduct site visits thirty (30)
days in advance. However, unannounced site visits may be conducted at the discretion of
IDHS.

IDHS TEFAP staff will monitor distribution sites during distribution hours. IDHS TEFAP staff
are required to introduce themselves and show identification to the person in charge before
the visit is conducted or request any documents. When in doubt, pantries care to contact the
food bank partner to confirm their identity. IDHS TEFAP and federal government monitoring
staff have the authority to inspect food storage and distribution facilities. The distribution

site must be prepared to provide TEFAP staff with access to records for review and facilities
upon request.

The following items are observed/reviewed during an IDHS TEFAP (State) monitoring
of each distribution site:

o entrance(s) marked, and days and hours of operation are clearly posted (shelters exempt-

unless providing drop-in meal service),

site hours and address on web sites or search engines match the on-site posting,

required posters are in place,

eligibility sheets and proxy statements are current and in-use,

eligibility requirements are being followed during intake,

request for data (average of three (3) months)
o numbers in household
o number of meals (including multiple meals (2nds, 3rds) served at shelters/soup

kitchens)

o number of individuals served

o language accessibility plan

o complaints are being addressed or escalated as necessary (civil rights complaints that
were filed in last 12 months will be requested),

o distribution manual in plain sight

o last 2 pest control reports (to determine presence of repeat findings, licensed pest control
or certified and licensed staff member)

o licensed waste management/refuse schedule

o review of reports from the last two (2) visits from the partnering food bank,

o training logs are available (if the food bank is holding training logs, the food bank will need
to provide them to IDHS TEFAP upon request),

o food receiving schedule and review of most recent food orders from the food bank (for on-
site inventory count),

o proper food storage (6” off floor, 4” away from walls, 2-foot ceiling clearance, and stored

away from direct sunlight),
THIS MANUAL MUST BE KEPT ON SITE AND AVAILABLE TO SITE PERSONNEL AT ALL TIMES.
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proper food rotation system (First In/First Out),

labeling of food, observation of dented/bulging cans/out of condition foods/packaging
sanitary conditions and cleaning schedule are maintained,

food storage temperatures are maintained; coolers/freezers have working thermometers,
federally funded (in whole or partially funded) equipment is tagged, good condition,

maintenance performed as needed,

O

hand washing stations/bathrooms have hot/cold water, soap, paper towels & operational

toilets for staff and volunteers (the site has discretion to offer facilities to the public),

o O O O

©)

0O O O O O O

safety, security, theft prevention (windows secured/locks on doors, security systems)
adequate lighting, overall cleanliness, ventilation observed,

all other contractual obligations are being met

in addition to the above, sites that prepare foods and/or serve meals:

hair coverings/nets/snoods, no loose jewelry or items that may fall into foods
SERV Safe Manager, current certification, present and on duty

3-bay sink labeled

cleaning cloths available

non-porous surfaces for food preparation

cleanliness, organized kitchen

during service: safe food temperatures are being maintained, food thermometer
available and operational

At the conclusion of a monitoring visit, IDHS TEFAP staff provide monitoring reports to the

partnering food bank to review and resolve any findings observed or action items required.

Monitoring results, and recommendations for best practices may be discussed with
distribution site/pantry staff prior to the conclusion of the monitoring visit.
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Note to Food Pantries, Soup Kitchens & Shelters

Dear Food Pantry Partners,

On behalf of IDHS, TEFAP and the communities we serve, thank you for your
continued dedication and partnership in distributing TEFAP foods to individuals
and families in need.

Your commitment ensures that nutritious food reaches households facing
difficult circumstances, and your efforts make a meaningful difference every
single day. From organizing deliveries and managing distributions to welcoming
community members with dignity and compassion, your work strengthens food
security and brings hope to countless people across our communities.

We recognize the time, care, and coordination required to accomplish all that
you do, and we are deeply grateful for the professionalism and generosity your
teams demonstrate throughout the year.

Because of your partnership, families, seniors, veterans, and children have
access to essential food assistance when they need it most. Your service
reflects the very best of community collaboration and compassion.

Thank you for all that you do to support our shared mission of feeding neighbors
in need.

With our sincerest appreciation,

The IL DHS TEFAP Team
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Program Discrimination Complaint form
(*Contact the food bank representative for entire packet)

AD-3027 OMB Control No: 0508-0002
Expiration Date: 09/30/2027

U.S. Department of Agriculture
USDA Program Discrimination Complaint Form

Complainant Information

First name Middle Initial ‘ Last Name

Mailing Address (Include Full City, State and Zip Code)

Primary Phone Number

Alternate Phone Number ‘ Email

Best way to reach you: " Mail _ Phone = Email T Other

If you have difficulty understanding the English language, you may request language assistance services by calling
866-632-9992. Assistance will be available for individuals who are not proficient in English. Persons with disabilities who
require alternative means of communication (e.g., braille, large print, American Sign Language) should contact the
responsible State or local Agency that administers the program or contact the United States Department of Agriculture
(USDA) through the Federal Telecommunications Relay Service at 711 (voice TTY).

Representative Information

Do you have a representative? " Yes 1 No | Do you have written authorization from representative?
If so, please attach. "~ Yes T No
First name Last Name

Mailing address (Include Full City, State and Zip Code)

Phone Email

Complaint Information
(attach additional pages and supporting documentation as needed)

1. Provide the name of the program you applied for (if known/applicable).

N

. Select the USDA agency that conducts the program or provides Federal financial assistance for the program.
Agricultural Marketing Service, AMS

Foreign Agricultural Service, FAS/Trade and Foreign Agricultural Affairs, TFAA

Food and Nutrition Service, FNS

Forest Service, FS

Farm Service Agency, FSA

National Institute of Food and Agriculture, NIFA

Natural Resources Conservation Service, NRCS

Rural Development, RD

| Other _ Unknown
3. Date of recent alleged discrimination 4. Location and/or address of the office where discrimination occurred
(mm/ddlyyyy)

5. Who do you believe discriminated against you? Include the name(s) of person(s) involved in the alleged
discrimination (if known).

THIS MANUAL MUST BE KEPT ON SITE AND AVAILABLE TO SITE PERSONNEL AT ALL TIMES.

THIS INSTITUTION IS AN EQUAL OPPORTUNITY PROVIDER.

Appendix 1: Civil Rights and Discrimination Complaint Form (p.1 of *5)

24


https://www.usda.gov/about-usda/general-information/staff-offices/office-assistant-secretary-civil-rights/how-file-usda-discrimination-complaint/how-file-program-discrimination-complaint

Appendix 1: Civil Rights and Discrimination Complaint Form (p.2 of *5)

(*Contact the food bank representative for entire packet.

AD-3027 OMB Control No: 0508-0002
Expiration Date: 09/30/2027

U.S. Department of Agriculture
USDA Program Discrimination Complaint Form

6. What happened to you (please include dates of each allegation)?

7. Itis a violation of the law to discriminate against you based on the following: race, color, national origin, religion, sex,
disability, age, marital status, family/parental status, income derived from a public assistance program, and political
beliefs. (Not all bases apply to all programs). Reprisal is prohibited based on prior civil rights activity.

| believe | was discriminated against based on:

" Race ] Sex " Marital Status

" Color " Disability " Family/Parental Status

_ National Origin 1 Age " Income from Public Assistance

| Political Beliefs " Religion " Retaliation (prior civil rights activity)
Remedies

8. How would you like to see this complaint resolved?

9. Have you filed a complaint about the incident(s) with another federal, state, or local agency or with a court?

10. If yes, with what agency or court did you file? 11. If yes, when did you file?
(mm/dd/yyyy)
- -
Complainant Signature Date Representative Signature Date
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Appendix 2: Eligibility Sheet (E-Sheet)

Note: The Eligibility sheet is not required if an electronic intake system is being used.

State of lllinois
Department of Human Services

THE EMERGENCY FOOD ASSISTANCE PROGRAM - ELIGIBILITY SHEET (E-Sheet)
INCOME ELIGIBILITY BASED ON 300% OF THE FEDERAL POVERTY LEVEL

IDHS MAXIMUM MONTHLY GROSS INCOME FOR RECEIPT OF USDA FOODS FOR FY26-27
(JULY 1t THROUGH JUNE 30%)

Household Size 1 2 3 4 5 6 7 8 9 10
Monthly Income $3,990 | $5,410 | $6,830 | $8,250 | $9,670 | $11,090 | $12,510| $13,930 | $15,350 | $16,770
For households with more than 10 persons, add $1,375 for each additional person up to 300% of the FPL.

Food Bank: Date:
—
| RESIDENCE |
L. TANF Do you
House Recipient Name Box1 Box 2 Do you verify raceive
hold Do you reside within | Enter your county NFU%G " that you meet SNAP?
- i i - umber of i
Size *Anyone who knowingly provides false information regarding lllinois the p?‘?gg :?mg,e) area or zip code: Children the_ mcnmfg? (Adjunct
residency and/or income eligibilty to obtain TEFAP foods may be el undar gy | EAUTEMENISE 1 Ejgibility)
subject to program disqualification and other applicable penalties. It “No”, complete Box 2
|:| Yes |:| Yes
|:| Yes |:| Yes
|:| Yes |:| Yes
[] Yes [ Yes
|:| Yes |:| Yes
|:| Yes |:| Yes
[ Yes [ Yes
|:| Yes |:| Yes
|:| Yes |:| Yes
[ Yes [ Yes
|:| Yes |:| Yes

Pantry: Address:

USDA Nondiscrimination Statement | Food and Nutrition Service: 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, religion, sex, disability, age, marital status, family/parental status, income derived from a
public assistance program, political beliefs, or reprisal or retaliation for prior civil rights activity, in any program or activity conducted or funded by USDA (not all
bases apply to all programs). Remedies and complaint filing deadlines vary by program or incident.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 State or local Agency that
administers the program or contact USDA through the Telecommunications Relay Service at 711 (voice and TTY). Additionally, program information may be
made available in languages other than English.To file a program discrimination complaint, complete the USDA Program Discrimination Complaint Form, AD-
3027, found online at How to File a Program Discrimination Complaint 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, Mail Stop 9410, Washington, D.C. 20250-
9410; (2) fax: (202) 690-7442; or (3) email: program.intake@usda.gov.

USDA is an equal opportunity provider, employer, and lender.

Written Notice of Beneficiary Rights: This organization may not discriminate against beneficiaries or prospective beneficiaries on the basis of religion, a religious
belief, a refusal to hold a religious belief, or a refusal to attend or participate in a religious practice. This organization may not require beneficiaries or prospective
beneficiaries to attend or participate in any explicitly religious activities that are offered by the organization, and any participation by beneficiaries or prospective
beneficiaries in such activities must be purely voluntary. This organization must separate in time or location any privately funded explicitly religious activities from
activities supported by direct federal assistance. Beneficiaries or prospective beneficiaries may report violations of these protections (including denials of services or
benefits) by an organization by contacting or filing a written complaint with USDA's Office of the Assistant Secretary for Civil Rights.

This institution is an equal opportunity provider.
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Appendix 3: Proxy Statement

State of Illinois -
o X Department of Human Services
" ‘ THE EMERGENCY FOOD ASSISTANCE PROGRAM - PROXY STATEMENT
= Receipt of USDA Foods State Fiscal Year 2027 INCOME ELIGIBILITY BASED ON 300% OF THE FEDERAL POVERTY GUIDELINE

This form must be presented at the distribution site by the proxy picking up TEFAP food for the participant. Proxies may be
igned in cases where there is undue hardship for the TEFAP participant to pick up food.

TEFAP Participant: Household Size:
Residence: Do you reside within the pantry service area? Yes or No: Number of children in household 18 years or younger:
If “No”, then enter your zip code or county of residence: SNAP Recipient: Yes L1 No [J

DHS MAXIMUM MONTHLY GROSS INCCME FOR RECEIPT OF USDA COMMODITIES FOR STATE FISCAL YEAR 2026 - 27
Household Size 1 2 3 4 5 6 7 8 9 10

Monthly Income $3,990 | $5,410 | $6,830 | $8,250 | $9,670 | $11,090| $12,510| $13,930| $15,350 | $16,770
For households with more than 10 persons, add $1,375 for each additional person up to 300% of the FPL.

Name of Proxy:

Name of Pantry:

Address of Pantry:

Address City State

My household monthly gross income does not exceed DHS established limits; the information | have provided above is accurate
and true; | will use food received for household consumption only; and | release USDA, the State of lllinois and any agency or
person distributing food from all liabilities resulting from receipt of food.

Signature of TEFAP Participant Date
Signature of Proxy Date
Signature of Pantry Personnel Date

USDA Nondiscrimination Statement | Food and Nutrition Service: 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, religion, sex, disability, age, marital status,
family/parental status, income derived from a public assistance program, political beliefs, or reprisal or retaliation for prior civil rights activity, in
any program or activity conducted or funded by USDA (not all bases apply to all programs). Remedies and complaint filing deadlines vary by
program or incident.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 State or local Agency that administers the program or contact USDA through the
Telecommunications Relay Service at 711 (voice and TTY). Additionally, program information may be made available in languages other than
English.To file a program discrimination complaint, complete the USDA Program Discrimination Complaint Form, AD-3027, found online at How
to File a Program Discrimination Complaint 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, Mail Stop 9410,
Washington, D.C. 20250-9410; (2) fax: (202) 690-7442; or (3) email: program.intake@usda.gov.

USDA is an equal opportunity provider, employer, and lender.

religion, a religious belief, a refusal to hold a religious belief, or a refusal to attend or participate in a religious practice. This organization may not
require beneficiaries or prospective beneficiaries to attend or participate in any explicitly religious activities that are offered by the organization,
and any participation by beneficiaries or prospective beneficiaries in such activities must be purely voluntary. This organization must separate in
time or location any privately funded explicitly religious activities from activities supparted by direct federal assistance. Beneficiaries or
prospective beneficiaries may report violations of these protections (including denials of services or benefits) by an organization by contacting or
filing a written complaint with USDA's Office of the Assistant Secretary for Civil Rights.

This institution is an equal opportunity provider.
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Appendix 4: Written Notice of Beneficiary Rights

The printed Eligibility Sheet (See Appendix 2) provides participants with the Written
Notice of Beneficiary Rights. However, if an electronic intake system is used, the Written
Notice must be viewable during the intake process.

Written Notice of Beneficiary Rights

Mame of Organization:

(food pantry, soup kitchen, or shelter)

Because The Temporary Food Assistance Program (TEFAP) is supported in whole or in part by
financial assistanfce from the Federal Government, we are required to let you know that:

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

2. We may not require you to attend or participate in any explicitly religious activities
(including activities that involve overt religious content such as worship, religious
instruction, or proselytization) that are offered by our organization, and any
participation by you in such activities must be purely voluntary;

3. We must separate in time or location any privately funded explicitly religious activities
(including activities that involve overt religious content such as worship, religious
instruction, or proselytization) from activities supported with direct Federal financial
assistance; and

4. You may report violations of these protections, including any denials of services or
benefits by an organization, by contacting or filing a written complaint with the
U.5. Department of Agriculture
Office of the Assistant Secretary for Civil Rights Executive Director
Center for Civil Rights Enforcement
1400 Independence Avenue SW
Washington, DC 20250-9410, or by email to program.intake@usda.gov

5. If you would like to seek information about whether there are any other federally
funded organizations that provide these kinds of services in your area, please contact:

To find local TEFAP distribution sites contact:
The USDA Hunger Hotline:
Phone: 1-866-3-HUNGRY or 1-877-8-HAMBRE to speak with a representative from 7:00 AM — 10:00 PM ET.

State of lllinois TEFAP:

Phone: (217) 558-0030

This written notice must be given to you before you enrcll in the program or receive services
from the program, unless the nature of the service provided or exigent circumstances make it
impracticable to provide such notice before we provide the actual service. In such an instance,
this notice must be given to you at the earliest available opportunity.
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Appendix 5: Training Log

TEFAP Training Log

By signing this log, the signatory affirms that the training specified in the Training Received column has been completed.

Training examples: TEFAP, Civil Rights, ServSafe Food Handler, CFPM, etc. - Staff and volunteers who handle food for distribution must have

appropriate training for their duties.

e Civil Rights training must be completed by staff and volunteers who interact with TEFAP participants during distribution duties, prior to
any interaction with TEFAP participants, and annually thereafter.

¢ Food Bank: Trainer: Training Date: Time: AM/PM
Staff/Volunteer Site Name/Signature Training Received
[Name: Site: CIVIL RIGHTS [ TEFAP ]
Title: Signature: ServSafe [ Food Handler (1 CFMP [
[Name: Site: CIVIL RIGHTS [0 TEFAP [
Title: Signature: ServSafe (1 Food Handler 0 CFMP OJ
[Name: Site: CIVIL RIGHTS [ TEFAP []
Title: Signature: ServSafe (I Food Handler O CFMP O
[Name: Site: CIVIL RIGHTS [0 TEFAP [J
Title: Signature: ServSafe [0 Food Handler (1 CFMP
IName: Site: CIVIL RIGHTS [ TEFAP []
Title: [Signature: ServSafe [1 Food Handler (1 CFMP [
[Name: Site: CIVIL RIGHTS L] TEFAP [
Title: [Signature: ServSafe (1 Food Handler (1 CFMP OJ
IName: Site: CIVIL RIGHTS [ TEFAP []
Title: [Signature: ServSafe [1 Food Handler 1 CFMP [
[Name: Site: CIVIL RIGHTS [0 TEFAP [
Title: [Signature: ServSafe [1 Food Handler (1 CFMP [J
[Name: Site: CIVIL RIGHTS [] TEFAP [
Title: Signature: ServSafe [1 Food Handler C1 CFMP [
[Name: Site: CIVIL RIGHTS 00 TEFAP [
Title: Signature: ServSafe (I Food Handler 0 CFMP O
[Name: Site: CIVIL RIGHTS [ TEFAP []
Title: Signature: ServSafe [1 Food Handler C1 CFMP [
[Name: Site: CIVIL RIGHTS [0 TEFAP [
Title: Signature: ServSafe [0 Food Handler (1 CFMP
[Name: Site: CIVIL RIGHTS [ TEFAP []
Title: Signature: ServSafe (] Food Handler (1 CFMP [J
[Name: Site: CIVIL RIGHTS L] TEFAP [
Title: Signature: ServSafe [0 Food Handler (1 CFMP

THIS MANUAL MUST BE KEPT ON SITE AND AVAILABLE TO SITE PERSONNEL AT ALL TIMES.

THIS INSTITUTION IS AN EQUAL OPPORTUNITY PROVIDER.



	Introduction
	Federally Funded Grant Programs
	TEFAP Civil Rights Compliance Standards
	Distribution Site Forms
	Recipient Eligibility
	Requirements For Distribution Sites
	TEFAP/TANF Food Distribution
	Confidentiality
	Reporting
	Food Safety & Storage
	Equipment/Operational Items (Federally Purchased)
	Repacking and Repackaging
	Transfer of Foods: Distribution Site to Distribution Site
	Storage Standards
	IL DHS TEFAP (STATE) Monitoring of Pantry/Distribution Sites
	Appendices
	Appendix 1: Civil Rights and Discrimination Complaint Form (p.1 of *5)
	Appendix 1: Civil Rights and Discrimination Complaint Form (p.2 of *5)
	Appendix 2: Eligibility Sheet (E-Sheet)
	Appendix 3: Proxy Statement

