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Guidance for Prospective Partners 

 
Overview 

It is important that our neighbors throughout Connecticut have a place to turn for food in times of 
crisis and need. If your organization offers food assistance to an underserved community, we 
encourage you to consider partnership with Connecticut Foodshare. Partner programs enter a 
formal agreement with Connecticut Foodshare and gain access to food, guidance, and other 
support to advance their mission. 

Connecticut Foodshare focuses our food resources on organizations that provide ongoing and 
long-term service to the community. Connecticut Foodshare does not provide food for one-time 
events or special occasions. 

Partnership Requirements 

Connecticut Foodshare regularly receives requests for partnership. We prioritize new 
partnerships that are open to the public, reaching an underserved community, and in a location 
where other food assistance options are limited relative to community need. Whenever possible, 
we encourage collaboration with established programs to enhance services already available in 
the community and reduce duplication of efforts. All prospective partner programs are required 
to first complete an application. Applications are reviewed on a quarterly basis.  

Connecticut Foodshare’s partnership guidelines uphold standards set by Feeding America, the 
Connecticut Department of Social Services, and our organization to support safe, reliable, 
dignified, and accessible services for the people we serve. Eligible partners must meet these 
basic standards: 

 Be recognized by the Internal Revenue Service as a 501(c)(3) not-for-profit, charitable 
organization or be affiliated with a 501(c)(3) umbrella organization* 

 Be incorporated for the purpose of serving those in need 
 Distribute food free of charge directly to the ill, needy, or children (under 18) and without 

requiring the recipient to pay, pray, or perform work to eat or gain admission to the food 
distribution setting 

 Be committed to serving our community with respect, and not discriminate for any reason 
 Follow food safety standards for the transport, storage, and distribution of food 
 Provide groceries or meals to the community on a regular schedule, at least two times per 

month 
 Commit to ordering from Connecticut Foodshare at least 5,000 pounds of product per year 

(excluding Thanksgiving) and placing at least one order per month with Connecticut 
Foodshare 



2 
 

 Maintain an up-to-date listing with your program’s location, contact information, services, 
and hours of operation to Connecticut 2-1-1 

 Demonstrate the capacity to sustain stable program operations and pay any fees assessed 
by Connecticut Foodshare 

 Appoint a primary contact person to regularly communicate with Connecticut Foodshare 
 Agree to and sign the Connecticut Foodshare Partnership Agreement 

* A Note about Municipal Partners: Connecticut Foodshare can provide food to some municipal 
entities that do not have a 501c3 designation, such as town social services departments and 
housing authorities, on a limited basis. Those programs are only able to receive government 
commodities from the food bank through the Federal Emergency Food Assistance Program 
(TEFAP) and must be open to the general public per the guidelines established for TEFAP by 
the federal government. 

Working with Other Food Assistance Programs  

When starting a food assistance program, it is important to consider locations of other food 
programs in your area to avoid duplication of efforts. We encourage partnerships with 
organizations that already distribute food in your community. Review food assistance programs 
in your area on Connecticut 2-1-1. 

Logistics of Launching a Food Assistance Program 
 

When designing a food assistance program, we encourage you to talk with local community 
members to understand the strengths and gaps in existing services, and to understand the 
needs and preferences of the people you seek to serve. We also encourage you to take time to 
visit other food assistance programs for insight and inspiration.  

a. Space: The amount of space needed for your program can vary depending on the goals 
of your program. Pantries come in all sizes, ranging from a well-stocked storage closet 
to a larger room with expansive shelving and coolers to mimic a grocery store 
experience.  

b. Staff and Volunteers: We suggest designating some paid staff time for overseeing 
program operations (ordering food, recruiting volunteers, serving clients, maintaining 
inventory, and recordkeeping). The amount of staff time required will vary depending on 
the scale of your operations (how often your program is open, number of people served). 
Volunteers from the community (including from local schools, companies, faith groups, 
and civic organizations), interns from local colleges, and AmeriCorps VISTAs are also 
excellent sources of support. 

c. Distribution Process: Whenever possible, Connecticut Foodshare recommends a 
choice model where guests can touch and select the food items that they prefer. This 
approach creates a more welcoming and dignified experience for guests, and it reduces 
food waste. Connecticut Foodshare requires that partner programs distribute a minimum 
of 5,000 pounds each year from Connecticut Foodshare (excludes Thanksgiving 
turkeys) and place food orders from Connecticut Foodshare at least once per month.  

d. Food Storage & Shelving: Food should be stored in a safe and secure location at the 
program site. Dry goods must be kept at least six inches from the ground and away from 
the wall. Perishable goods must be kept in proper cold storage with thermometers in 
each unit. Food storage spaces should maintain an ambient temperature of 50 to 70 
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degrees Fahrenheit. Connecticut Foodshare offers food safety training to all partner 
programs. Programs that cook meals or provide onsite snacks must have additional food 
safety certification. 

e. Hours of Operation: It is important that pantries and community meal programs offer 
reliable and accessible hours. Connecticut Foodshare requires that all partner programs 
offer consistent hours, distributing food at least twice per month, every month, on a set 
schedule. Hours of operation must be posted in a visible location at your program and on 
Connecticut 2-1-1 to help community members know where and when to get assistance. 
When selecting your hours of operation, be sure to prioritize hours that are most 
convenient for the people you serve and avoid duplicating hours of programs nearby. 

f. Client Intake: As best-practice, Connecticut Foodshare encourages programs to 
minimize the number of questions and amount of information required of program 
guests. It can be difficult to ask for help, and your program’s intake process can have a  
significant impact on an individual's willingness to seek assistance. Connecticut 
Foodshare considers self-declaration – a person stating they are in need – as sufficient 
proof of need. Additional income requirements will apply for programs participating in 
federal commodity programs available through Connecticut Foodshare. 

g. Connection to Other Resources: In addition to providing food, we recommend that 
program staff and volunteers be open to connecting guests with other community 
services. There are many ways to do this depending on your goals and resources 
(providing resource flyers from other nonprofits, making referrals, and more).  

Connecticut Foodshare staff are available to talk with you about these recommended practices 
and more as you prepare to launch your food assistance program.  

Basic Costs of Running a Food Assistance Program 

Below are the basic costs involved with launching and running a food assistance program, 
which will vary depending on the scope and scale of the program. Many new programs decide 
to start out small, and then expand in time once they have more experience with the basics 
processes of running the program.  
 

Example One-Time Costs 
 

Item Cost Estimate Cost Type 
Shelving $200 per rack One-Time 
Cooler  Up to $4,000 per unit (if glass-front) One-Time 
Freezer Up to $4,000 per unit (if glass-front) One-Time 
Computer(s) with printers for Guest Intake, 
Reporting & Referral to Other Resources 

Varies  One-Time 

Chairs for Guest Waiting Area Varies One-Time 
U-Boats & Carts to Move Food $200 per unit One-Time 
Welcome signage to post program name 
and hours of operation 

Varies One-Time 

Vehicle to pick up food (if applicable) Varies One-Time 
Guest Intake and/or Inventory Software 
(optional; many partners use Microsoft Excel 
to start) 

Varies One-Time - 
Optional 
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Example Ongoing Costs 
 
Fees with a * have been waived through June 30, 2023, thanks to generous community support 
during the pandemic. 
 

Item Cost Estimate Cost Type 
Program Coordinator Varies (ranges from 10-40 hours per 

week depending on size of program) 
Ongoing 

Space (rent, utilities) Varies Ongoing 
Connecticut Foodshare Membership Fee* $50/year Ongoing 
Connecticut Foodshare Handling (Shared 
Maintenance) Fees* 

Up to $0.19/pound (many products 
have no fee) 

Ongoing 

Pest Control Service Varies Ongoing 
Supplies (grocery bags, cleaning products, 
etc.) 

Varies Ongoing 

Connecticut Foodshare Delivery Fees 
(optional; you can also pick-up orders) * 

$75 per delivery (500 lb. minimum per 
delivery) 

Ongoing – 
Optional 

Vehicle operating costs to pick up food (if 
not receiving deliveries), such as fuel, 
vehicle insurance, vehicle maintenance, 
etc.) 

Varies Ongoing – 
Optional 

Food purchased from sources other than 
Connecticut Foodshare 

Varies Ongoing – 
Optional 

 
Budgeting Notes 

• When purchasing cold storage units, be sure to confirm that your building can 
accommodate the voltage required.  

• Connecticut Foodshare partners must maintain a pest control system, either internally 
with regular checks by program staff or externally through a paid pest control service. 
Programs should be prepared to pay for external pest control if/when a pest issue arises.  

• To receive food from Connecticut Foodshare, programs will either pick up food orders at 
a Connecticut Foodshare location (Wallingford, Bridgeport, or Bloomfield) or they may 
request regular delivery from Connecticut Foodshare. Delivery availability is contingent 
on order size and availability in Connecticut Foodshare’s transportation schedule. For 
programs picking up food from Connecticut Foodshare, the vehicle required will vary 
depending on order size, ranging from a pickup truck or SUV to a small box truck.  

• To supplement product received from Connecticut Foodshare, many food assistance 
programs procure food from additional sources, such as local food drives and food 
purchases from bulk retailers. 

 


