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Vocab

ERA (Eligible Recipient Agency)
An organization that helps provide food to people in need through programs like food pantries, soup 
kitchens, senior meals, summer meals, or disaster relief. It must:

o Be public or nonprofit

o Have a written agreement to receive USDA food

o Not be a prison

Sub-ERA (Sub-Eligible Recipient Agency)
An organization that works with an ERA to help distribute USDA food. It must:

o Be public or nonprofit

o Have a written agreement with an ERA

o Not be a prison

USDA (United States Department of Agriculture)
A U.S. government agency that manages farming, food programs, and rural development.

CDSS (California Department of Social Services)
A California state agency that runs programs to help with food, child welfare, and community care.

Beneficiary
A person or group who receives help, like food, money, or services, from a program or organization.



Vocab

TEFAP (The Emergency Food Assistance Program)

 A U.S. program that gives free food to low-income people through food banks and pantries.

Intermediary
A person or group that helps connect or manage communication between two other parties.

FIFO (First In, First Out)
A system for using the oldest items in storage first. It helps keep food fresh and avoid waste.

Food Bank
A large nonprofit that collects and stores food, then gives it to smaller groups like food pantries and soup 

kitchens.

Food Pantry
A local place that gives free groceries directly to people and families in need

UEI # (Unique Entity Identifier Number)
A special number given by the federal government to identify a business or nonprofit for official use.



Vocab

501(c)(3)
A type of nonprofit organization that doesn’t pay federal taxes and can receive tax-deductible donations. It 

must serve the public good (like charities or schools).

COI (Certificate of Insurance)
A document that proves an organization has insurance and shows what the policy covers.

EIN (Employer Identification Number)
A number given by the IRS to businesses and nonprofits to identify them for tax reasons.

Invoice
A document sent to a partner site showing what food/products they will receive. It is sent 2 business days 

before delivery.

MOU (Memorandum of Understanding)
A written agreement between two or more groups that shows they plan to work together. It’s not a legal 

contract, but it shows serious intent.

SFHC (Safe Food Handling Certification)
A certificate showing that someone has been trained in safe ways to handle and serve food.



What is TEFAP?

TEFAP (The Emergency Food Assistance Program) is a 

U.S. government program that provides free food to 

individuals and families experiencing food insecurity.

 Through the program, the USDA purchases American-

grown foods directly from U.S. farmers and producers, 

helping support domestic agriculture while covering the 

cost of the food.

These foods are then distributed at no cost to food 

banks, pantries, and community organizations across 

the country, ensuring nutritious food reaches people in 

need while also strengthening and supporting American 

farmers.



Families
TEFAP foods end up on the plates 
of our over 40 million neighbors 
facing hunger. Without access to 

TEFAP foods, more children 
would lose access to food that 

helps them learn and grow, more 
seniors on a fixed income would 

be forced to choose between 
buying food and medicine, and 
more families would go to bed

4

Food Banks
Feeding America food banks 

receive TEFAP foods through their 
individual states. Food banks then 

distribute the food directly to 
local organizations, including food 

pantries, soup kitchens, and 
shelters. 

3

STATES
States and the Feeding America 
food bank network place food 
orders with USDA, who then 

works with the food industry to 
fulfill the orders. Each state is 

required to determine how TEFAP 
foods are distributed, and they 

oversee the agencies that 
distribute the food.

2

1
Farms

The USDA purchases fresh, 

American-grown foods 

directly from U.S. farmers 

and producers,  including 

fruits, vegetables, dairy, 

grains, and proteins. 
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Families
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of our over 40 million neighbors 
facing hunger. Without access to 
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helps them learn and grow, more 
seniors on a fixed income would 
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4
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Families
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Food must be in climate-

controlled conditions 

All cold storage units must 

have temperature logs for the 

days of distribution. Keep for 

6-months

Food must be 6 inches away 

from the wall and be off the 

floor when not palletized

Food must be stored 

separately from non-TEFAP 

items

Food must be stored away 

from non-food items
FIFO

Food must be stored in a 

space that can be locked

Storing 

TEFAP 

commodities

Pest prevention in place



Guidelines 
TEFAP

Guidelines



Guidelines 
TEFAP

• Cannot limit participation

• Cannot be a “Closed Site”
Must be open 
to the public

• Can distribute more 
frequently

• Minimally 1x per month 

Must 
distribute at 
least 1 time 
per month



Guidelines 
TEFAP

• Update our website monthly

• Update CDSS with any changes

• Display QR code 

Distribution 
information must 
be accurate and 
available to the 

public

• Someone must be on site during 
the entire advertised time

• Cannot distribute food early/ 
before distribution 

Must distribute 
according to the 
communicated 

time



Guidelines 
TEFAP

• Clients cannot feel pressured to donate or 
reciprocate anything to receive food

Cannot have 
donation bins/ 
boxes/ cans 
displayed 

• Distribution may not display any political 
or religious advertisement during a TEFAP 
distribution

• Items can be displayed after food is 
received

Clients cannot be 
pressured or 

influenced to support 
any religious or 

political view



Guidelines 
TEFAP

• Partner must have monthly preventative 
pest services, from an outside company

• Any pest sighting (dead or alive) must 
be immediately reported to SHFBOC

Pest 
prevention

• Partner must have a process to 
determine the safety of their food and to 
navigate the rotation of their product 

FIFO / 
FEFO



Distributing Product 
TEFAP

Distribution of Product 



Distributing Product 
TEFAP

• They may be distributed at the same 
time as other food, however, must be 
clearly separated and labeled as 
TEFAP

All items must 
be stored and 

distributed 
separately

• Please know all food will be send 
together and wrapped together on the 
same pallet, it's very important that we 
are reviewing the invoice, so we are 
separating the TEFAP food

Review 
Invoices



Distributing Product 
TEFAP



Distributing Product 
TEFAP

All food must be distributed 
in a way that can 
guarantee all clients have 
access to all the items

• If client choice, all items must be 
displayed at once, all clients need 
to have access to each TEFAP 
item available

• If prebagged/ boxed, all items 
need to be included



Distributing Product 
TEFAP

Golden Rule

• If a TEFAP item is donated back to the 
food pantry that item is no longer 
considered TEFAP

• Freebee table/ return table

oMust be clear that it is optional to 
return the TEFAP items or use the 
freebee/ return table 



Distributing Product 
TEFAP

All required signate must be posted

• Income Guidelines

• Notice of Beneficiary Rights

• QR Code –with all TEFAP distributions in 
OC

• And Justice For All Poster

• TEFAP Distribution days and times



Distributing Product 
TEFAP

Income Guidelines – EFA 14



Distributing Product 
TEFAP

Notice of Beneficiary Rights 



Distributing Product 
TEFAP

QR Code –with all TEFAP 
distributions in OC

• Clients must be referred to other 
locations if they do not want to 
receive food at your location



Distributing Product 
TEFAP

And Justice for All Poster 



Distributing Product 
TEFAP

Distribution Schedule

• Distribution site name

• Address

• Beginning and end times 
of the distribution

• Contact telephone number



Distributing Product 
TEFAP

How to post signage for drive 
throughs/ ups?

• Hand poster of all signs to client while they are 
in their vehicle, so they have access to view 
all the documents



Distributing Product 
TEFAP

TEFAP sites may NOT ask for proof of 
ID

• Any site that distributes TEFAP may not 
ask clients to present:

o ID

o Income

o Proof of residence

o Proof of status



Distributing Product 
TEFAP

Volunteers and TEFAP

• Site must guarantee equitable 
access to TEFAP product

• If a volunteer is in need they must 
participate in the program like any 
other client



Distributing Product 
TEFAP

Recalls

• A food recall is action taken to remove a food item 
because it may posses a safety risk

• Please be aware that recalls can happen 

• Please begin to prep an internal procedure to 
handle if there is a recall on food items.

oHave a way to communicate the recall to your 
clients. 

oThis can be for TEFAP products or any other 
products. It is essential to be prepared. 



Distributing Product 
TEFAP

Participating in multiple programs

• Making sure we are collecting household data for all the 
programs your organization is participating in

• Recurring Delivery

oChildren, Adults and Seniors

• GR

oPounds

• Meals

• How many meals were served 



Distributing Product 
TEFAP

Redistribution Addendum

• Partners who may have surplus on rare occasions are 
welcomed to request a Redistribution Addendum 
Agreement

oThe Agreement will connect you with a nearby 
partner that can support on those rare occasions 
your organization may have leftovers

• The addendum does not apply for TEFAP

• TEFAP must stay on your premises 



Distributing Product 
TEFAP

Home Delivery Program

• Any partner who provides home 
deliveries must:

oComplete and application

oReceive approval from SHFBOC

oReceive a training from SHFBOC

• May not use TEFAP for home 
deliveries



Required Documents
TEFAP

Required Documents



Required Documents
TEFAP

UEI

• As of May 13th organizations no longer 
need to obtain a UEI to receive federal 
assistance



EFA-7 
(Client 
Sign in)



Required Documents
TEFAP

Correct Usage
• A staff member or volunteer must be present 

while clients complete the form

• One EFA-7 form must be completed per 

distribution

o Using the cover page for each distribution

• Form must be completed at the time of 

distribution while the client is present, clients are 

self-attesting their income

• Clients must provide:

o Name (or "Volunteer Name by proxy")

o County of residence only

o Family size

o Whether it's their first time receiving USDA 

food that month

• If a client does not want to disclose name or 

county, use:

o Name: e.g., “Manuela by proxy”

o County of Residence: Orange County

• Do not require ID or proof of income

• Encourage clients to provide info, but do not 

pressure if they appear uncomfortable

• The form may be completed digitally (fillable PDF 

on tablet, computer, or phone)

• Form may not be altered in any way

• Most up to date form must be used

EFA-7 (Client Sign in)



Required Documents
TEFAP

EFA-7 (Client Sign in)

Storage & Compliance Expectations
• Each distribution must include:

o EFA-7 form 

• Cover sheet

• Client sign-in sheet

• Completed forms must be stored:

o For 4 years

o In a secure, accessible location (for audit purposes)

• Not in a private residence

• Not in a location accessible to the general public

o Failure to produce 4 years of records  will result in an automatic noncompliance

• The form cannot be altered, use the official version only, use most updated version 

• Forms may also be stored digitally



EFA-7 
(Client 
Sign in)



Required Documents
TEFAP

Mary R. 



Required Documents
TEFAP

Alternative Pick-up Request Form 

Correct Usage
• Form must be used when someone is picking up on the behalf of someone else

• Most up to date form must be used

• The form must be stored for 1 year and must be renewed yearly

o Site is expected to have a method to track the expiration of the form and the to track 

who is able to pick up for who

• Form must be stored safely and away from the general public

• The information on the form must be added to the EFA-7

o If Jack is picking up for Mary, Jack can also receive food if he is need, however Jack 

must sign for Mary on the EFA – 7

• Must write: Jack for Mary and include Mary’s household size and if she has gotten 

TEFAP food this month

• If the person’s name is hard to read, ask before accepting the form and write it on 

the side



Required Documents
TEFAP

Mary R. 



Required Documents
TEFAP

Civil Rights Training

Level 2
• All primary and secondary contacts need to be trained in Civil Rights, the training will be 

Level 2 which consist of a PowerPoint and a check list

• The training needs to be completed each year

• We need to receive copies of the trainings for both primary and secondary contacts

Level 1

• All volunteers/ staff who work directly with TEFAP and or clients, needs to take Level 1 

training, this consists of reading the check list and initialing next to each section

• These trainings need to be saved and redone each year

https://acrobat.adobe.com/id/urn:aaid:sc:US:19bea0a8-3d9f-46b5-8da7-d3f481185860 

https://acrobat.adobe.com/id/urn:aaid:sc:US:19bea0a8-3d9f-46b5-8da7-d3f481185860
https://acrobat.adobe.com/id/urn:aaid:sc:US:19bea0a8-3d9f-46b5-8da7-d3f481185860
https://acrobat.adobe.com/id/urn:aaid:sc:US:19bea0a8-3d9f-46b5-8da7-d3f481185860
https://acrobat.adobe.com/id/urn:aaid:sc:US:19bea0a8-3d9f-46b5-8da7-d3f481185860
https://acrobat.adobe.com/id/urn:aaid:sc:US:19bea0a8-3d9f-46b5-8da7-d3f481185860
https://acrobat.adobe.com/id/urn:aaid:sc:US:19bea0a8-3d9f-46b5-8da7-d3f481185860
https://acrobat.adobe.com/id/urn:aaid:sc:US:19bea0a8-3d9f-46b5-8da7-d3f481185860
https://acrobat.adobe.com/id/urn:aaid:sc:US:19bea0a8-3d9f-46b5-8da7-d3f481185860
https://acrobat.adobe.com/id/urn:aaid:sc:US:19bea0a8-3d9f-46b5-8da7-d3f481185860


Statistical Reporting  
TEFAP

Statistical Reporting



Statistical Reporting  
TEFAP

Statistics are due the 1st of each month for the 
previous month

Report the number of unduplicated households 
and duplicated households

Report number of unduplicated individuals and 
duplicated individuals

Submit to the link provided



Statistical Reporting  
TEFAP

Reporting is due 1st of each month, one report for the entire month



Statistical Reporting  
TEFAP

Unduplicated Households: 2

Unduplicated Individuals: 7

Duplicated Households: 2

Duplicated Individuals: 9



Statistical Reporting  
TEFAP

Unduplicated Households: 2

  Unduplicated Individuals: 7

Duplicated Households: 2

 Duplicated Individuals: 9



Community

Insights

On

link2feed

Community Insights 

is an initiative focused on better understanding 
the needs of the community and gaps in service 

by using

Link2Feed

A free, internet browser based, software that 
provides easy check-in for partners and allows 

the community more control over their time and 
information



Benefits
• Electronic EFA-7 sign in (TEFAP)

• Digitize and automate reporting

• No more paperwork

• Free, user-friendly, and quick

• Client self-registration and appointment management

• Data security and aggregated data

Demo

https://www.loom.com/share/10b23e5fb1e24956b2de15500b9c7894


Next Steps

Review and fill out the 
Partner Interest Form 
by using the below link 

or scanning the QR code!

https://forms.office.com/r/D9jYyhr9xr

Or email the Community 
Insights Manager, 

Madison:
madison@feedoc.org

Interested?



Updates 
TEFAP

• EFA – 7 can be completed digitally, 

form can be saved electronically or 

physically

• EFA – 7 Form cannot be altered and 

most up to date version must be 

used

• TEFAP may not be delivered to a 

client’s home, and TEFAP may not 

be redistributed

• Translated docs ☺

• Spanish, Vietnamese, Korean 

• Confidentiality

o Cannot ask for ID, if clients 

show you their ID please let 

them know that there is no need 

to show it

o Only ask for County of 

Residence

• Do not collect full address

• Forms must be saved in a secure 

environment – EFA 7 and EFA 15

o Cannot be in partner’s homes

o Cannot be easily accessible to 

members of the community

o Must be available for SHFB to 

view during compliance visits
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