
USDA TEFAP TRAINING

As a part of The Emergency Food Assistance Program (TEFAP), the Food 
Bank of Eastern Oklahoma distributes USDA commodity products to crisis 
response programs – emergency pantries, shelters and soup kitchens feeding 

low income individuals.
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Program Eligibility

 Must be a crisis response program
 Crisis means a temporary, unanticipated, short-term 

need for food.
 Emergency Pantry

 Onsite Feeding Program Open to the Public and Serving Low 
Income Individuals

 Emergency Shelter

 Must have capacity to respond to emergency situations
 After hours contact information must be posted and 

ability to respond to those needs
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• USDA/TEFAP items appear on Agency Express for USDA authorized 
programs only
• No Shared Maintenance Fee applied to these items

• Programs are not allowed to “stockpile”
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Record-Keeping
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Standard Food Bank Procedures:

• FBEO Letter of Agreement*

• Client Intake Forms (pantry)*

• Temperature Logs*

• FBEO Invoices*

USDA Procedures:

• USDA Letter of Agreement

• Civil Rights Training

• Loss Reports

B

Keep All Documents for 4 Years



If TEFAP Product is unfit for distribution (i.e., spoils, infestation):
 

• Loss report must be submitted to the Food Bank and OKDHS immediately

• DO NOT destroy or throw away any USDA food that is unfit for distribution

• Call the Food Bank for further instructions on how to dispose of the product

• If loss is a theft, a police report must also be filed.  
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FBEO Standard Storage Guidelines:
• At least 4” off the floor and at least 4” away 

from the walls
• Food is stored separate from toxic/cleaning 

materials
• Area is clean and well-organized 
• Food is distributed on a First In First Out 

(FIFO) basis
• Food is kept away from water pipes and 

furnaces
• Area is free of pests

USDA Additional Storage Guidelines:
• TEFAP products are kept separate from 

non-USDA products
• TEFAP products are labeled and easily 

identifiable 
• USDA TEFAP food cannot be 

distributed past its printed date

STORAGE
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Storage Checklist
❑ The storage area is clean and dry.
❑ The storage area is protected against theft.
❑ The storage area is rodent and insect proof. Documentation of routine 

maintenance by a licensed pest control company or qualified staff member 
should be available.  

❑ Toxic or non-food items should never be stored near food products.
❑ Dry storage should be opened and aired out if the temperature rises above 70 

degrees.
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▪ Temperature gauges in each compartment

▪ Freezer kept at ≤ 0 degrees Fahrenheit

▪ Refrigerator kept between 36-40 degrees 

Fahrenheit

▪ Temperature logs are maintained 

routinely and kept on file for 4 years

▪ All freezers and refrigerators are clean and 

have been properly defrosted as needed.

▪ All  freezers and refrigerators are secure 

and protected.

▪ TEFAP products are kept separate from 

non-USDA products and labeled.
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The Intake Process: Pantry Programs 
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• Every household receiving food assistance must complete an intake form 
at least annually

• TEFAP partner pantries must ask, but not require, any applicant or 
participant to provide proof of identification (ID) during a FIRST VISIT. 
Proof of residency is not required, but persons must be OK residents.
• IDs do not need to be current
• If a household identifies as homeless, the household may list the 

nearest shelter or Oklahoma Human Services Office’s address
• Pantries that request ID verification must do so of all 

applicants/recipients, and pantries must also make it clear that 
participants will receive USDA foods without proof

• Clients must SELF-declare their total household income
• Program staff must then check to see if household qualifies to receive 

TEFAP using the Federal Poverty Guidelines

A

Note: Pantry Programs Only



Self-Declaration of Total Household Income
• This declaration can be general categories only, 

although a program may require more detailed 
documentation of sources and amounts of 
household income.  

Internal Use Only
• Used by program staff to check that a form of 

identification of a client were received. 
• It is recommended to also include the date client 

was served.

Client Intake Forms
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Non-Discrimination Statement
• The FULL statement must be included on the 

client intake form and text must be same size as 
the rest of the document.

Signature Line(s)
• Clients must sign intake form at each visit under a 

statement verifying information provided is true 
and correct.

• This is a liability protection for the program, as it 
is a federal felony offense to misuse the USDA 
commodity products. 
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• TEFAP products may ONLY be 
distributed to low-income households 
in emergency situations

• The Federal Poverty Guidelines are 
used to determine household eligibility
• Eligibility set at 200% of the 

poverty line for FY 23-24
• These guidelines are required to 

be posted or available for 
review at the program site

• TEFAP cannot cross state lines so 
only Oklahoma residents are eligible to 
receive TEFAP
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# of 

Household 

Members

Annual Monthly Weekly

1 $25,520 $2,126 $490

2 $34,480 $2,873 $663

3 $43,440 $3,620 $835

4 $52,400 $4,366 $1,007

5 $61,360 $5,113 $1,180

6 $70,320 $5,860 $1,352

7 $79,280 $6,606 $1,524

8 $88,240 $7,353 $1,696

For each 

additional 

family 

member, 

add:

+ $8,960 + $746 +$172

Client Eligibility
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• Must post Written Notice of 
Beneficiary Rights in client intake 
area

• May not discriminate on the basis of 
religion or religious belief

• May not require clients to attend or 
participate in any explicitly religious 
activities

• Must separate food distribution from 
any explicitly religious activity

• Must make reasonable efforts to 
identify and refer clients who object to 
religious character or your 
organization to another USDA 
distributing agency
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▪ Annual requirements:

▪ Participate in Civil Rights Training and follow guidelines provided in 
that training

▪ Post “And Justice for All” poster

▪ Bi-Annual Public Notification

▪ Conduct Civil Rights Training for program staff/volunteers

▪ OKDHS will conduct an on-site review once every 4 years to monitor 
program compliance unless a complaint is received or the site had 
findings during the previous review

▪ This is in addition to the Food Bank Monitor Visit once every 2 years

▪ Programs who lose their USDA eligibility due to non-compliance 
must attend a USDA training class before they can be regain their 
USDA distributor status.  

Trainings and Reviews
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Each Recipient Agency has the responsibility to:

 Have recall procedures in place.
 Implement the recall procedures upon notification of a recall of USDA Foods.
 Maintain an up-to-date contact list for agency site(s).  This list should have two 

recall contacts per site and be verified annually.
 Notify all sites about the recall immediately, ideally in 24 hours or less, and 

ensure that the affected products are isolated and labeled “Do Not Use” to 
avoid accidental use.

 Identify the locations of the affected products, and verify that the products 
have the correct product identification codes.

 Conduct an inventory assessment, ideally in 48 hours or less, of affected 
product;

 Submit the inventory assessment information to the FBEO.
 Follow applicable destruction/disposal instruction provided by the state 

agency.
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Holds and Recalls
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ANY misuse of USDA TEFAP foods is considered a 
FEDERAL FELONY offense PER item.

• Selling or trading USDA TEFAP foods

• Distributing to ineligible households

• Distributing through ineligible programs

• Sharing with programs 
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Language Line
The Language Line provides language translation 
services over the phone. OK DHS has partnered 
with the Language Line to cover the usage fee so 
language never has to be a barrier at your 
USDA/TEFAP sites. 

This service is FREE to you as a Partner Agency using 
the USDA/TEFAP program!

Note: all agencies that provide non-USDA food 
assistance services that the Language Line can only be 
used for USDA/TEFAP-related calls if the OK DHS 
code is used to pay for the call.
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General Review
 USDA Commodities in stock should be used or distributed in one month. No more than one month 

supply is ordered at a time. 

 USDA Commodities may only be distributed to income eligible clients in accordance with Federal 
Poverty Guidelines.  Clients must fill out an application and sign verifying their information is true.

 USDA Commodities must be distributed separately from any religious activity.  

 USDA Commodities may NOT cross state lines.  Oklahoma USDA Commodities must be distributed to 
only Oklahoma residents.  

 USDA Commodities are stored only at Food Bank monitored facilities and must be separated from other 
foods to be easily identified as USDA.  All invoices should be kept on file for 4 years and USDA items on 
invoices must be highlighted

 Any losses of commodities (theft, infestation, fire, etc.) are promptly reported to the Food Bank.

 The most recent monitor review by the Food Bank is on file at the Food Bank. Programs will be notified 
regarding recommendations for corrections related to these reviews.

 The USDA “And Justice For All” poster should be displayed and visible to clients as well as income 
guidelines and for Faith Based Organizations, the Written Notice of Beneficiary Rights. 

 The Non-Discrimination Statement must be on Intake Forms as well as any materials that mention 
USDA programs: including websites, photos & other graphics that are used in publications.

 The days and hours of the program should be posted outside the facility unless special circumstances 
apply  as well as phone number to call for emergency needs (must have voicemail capabilities).

 All Agencies receiving/distributing USDA product must participate in Civil Rights training annually and 
submit to an on-site USDA review once every 4 years.

 For a complete list of the State of Oklahoma Department of Human Services TEFAP Review Form, for 
both pantries and on-sites, please visit the USDA Information area of the online Agency Resource 
Center. 

 ANY misuse of USDA TEFAP foods is considered a FEDERAL FELONY offense PER item.
6/27/2024This institution is an equal opportunity provider
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USDA Authorization Steps

❑ Attend USDA & Civil Rights Training provided by FBEO staff

❑ Post required documents and send proof to Partner Services Representative

❑ And Justice For All poster

❑ Federal Poverty Guidelines

❑ Written Notice of Beneficiary Rights (faith-based programs only)

❑ Submit client intake form that includes the following:

❑ Name and Address of client

❑ Total Household Size

❑ Total Household Income

❑ Signature Line Verifying Information Provided is True and Correct

❑ Full Non-Discrimination Statement

❑ Submit Pre-Aware Civil Rights Questionnaire to Partner Services Representative

6/27/2024USDA is an equal opportunity provider and employer.
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