
The Emergency Food Assistance Program (TEFAP)

Eligible Recipient Agency Training – 2023



Chat Box - put your name and the name of your 

organization

Q&A Box – write all questions here – we will have 

time at the end to answer questions



• Review key TEFAP guidance:
• Agency Eligibility
• Household Eligibility & Intake Process
• Food Handling & Storage
• Recordkeeping & Reporting

• All slides and materials will be posted on 
our website with a recording of the 
training.

• If you have questions after the training, 
contact us. We are here to support your 
success!

Goals for Today



What is TEFAP and Where Does it Come from:

Food Insecure Households

Pantries/Soup Kitchens/Emergency Shelters ("ERAs")

Connecticut Foodshare

Connecticut Department of Social Services

United States Dept of Agriculture/Food and Nutrition Services



How does Connecticut Foodshare order TEFAP?
❖ Awarded a specific amount of funds (virtual dollars) to order TEFAP food

❖ Orders are placed through USDA online ordering site

❖ Preset list of food available to select from

❖ Our goal -- get the most product for those virtual dollars

Difficult decisions: TEFAP credit of $150,000

This? OR This?

1 truckload of Ground Beef 1 truckload Whole Grain Pasta

1 truckload Dry Pinto Beans

1 truckload Beef Stew

1 truckload White Rice



❖ USDA defines eligibility criteria

❖ DSS must approve all Eligible Recipient Agencies (ERA)

TEFAP Agency Eligibility

✓Is public (municipalities) or

✓Is private, possessing tax exempt status (501c3)

✓Not a penal institution

✓Provides Emergency Food Assistance (most common)

• Food Pantries

• Soup Kitchens

• Emergency Shelters – that serve meals to individuals

ERA Eligibility Requirements



All Programs:

❖ Annual Civil Rights training – staff and volunteers that 
interact with clients (including 1-time volunteers)

❖ Display the “And Justice for All” poster where all can see –
must be 11-inch x 17-inch size

Religious Organizations:

❖ Written Notice of Beneficiary Rights – display where all can 
see

❖ Beneficiary Referral Forms

If you distribute outdoors, posters still must be displayed!

Requirements for all Eligible Recipient Agencies



Even Congresswoman Jahana
Hayes completed Civil Rights 
training before volunteering 
for one of our partner 
programs…way to go Jahana!



Reminder:

Explicit religious 
activity cannot take 
place in the same 
location or at the time 
of TEFAP food 
distribution

Examples

Religious Organizations



Posters and Beneficiary Forms



Guidance for Intake 

Verbal Attestation Process 

Monthly Reporting

Storage



Each state sets standards for determining eligibility of households to 
receive TEFAP foods

In Connecticut the household must:

❖ Live in the state, length of residency cannot be considered

❖ Food pantry recipients must verbally attest to meeting income 
guidelines (300% of FPL) and provide name, address and number in 
household

❖ Recipients of prepared meals are considered low-income and are not 
subject to a means test, nor do they have to provide information by 
household

TEFAP Household Eligibility



Food Pantry Intake

Eligible Recipient Agencies cannot 

impose restrictions on TEFAP food 

that conflict with DSS requirements

All CT residents that attest to the 

income guidelines must receive a 

selection of available TEFAP food 

from a program

One of the goals of TEFAP is to give 

CT Residents increased access to 

nutritious foods at no cost



❖ Income Guidelines
➢ updated annually, expect new forms at the end of June

❖ Always have copies of the current Self-Declaration Receipt in all 
languages available
➢ Give the Self-Declaration Receipt to individuals to keep
➢ Complete TEFAP Participation Log for household

❖ Renew eligibility for all individuals beginning July 1

❖ At each visit, ask all returning clients if anything has changed
➢ Make sure current income guidelines are available.

Verbal Attestation Procedure 



❖ Pantries that do not use a computer to record client information must 
have guests attest every time they receive food and complete the 
TEFAP Participation Log

❖ Save dated logs for each distribution for 3 years

Verbal Attestation Procedure: No Computer



❖ Pantries with access to a computer on site and/or can print 
guest lists for each distribution

➢ Connecticut Foodshare’s approved Excel spreadsheet

❖Pantries that use their own spreadsheet or database

➢ Must get approval from Connecticut Foodshare to ensure all 
required data is being documented

Be prepared to demonstrate your recordkeeping procedures!

Verbal Attestation: Spreadsheet or Database



❖ Verbal attestation with self-declaration receipt is required for all food 
pantries, including home delivery programs (like DoorDash)

❖ Ideas include:
❖Phone call in advance or online registration form to collect attestation information

❖Self-declaration receipt should always be included in home delivery grocery bags

❖ To learn more about how to incorporate this to your home delivery 
program, contact your Network Relations Representative

Verbal Attestation: Home Deliveries



Self-Declaration Receipt and TEFAP Participation Log



✓ Due by the 15th of every month for the previous month

✓ Data required
• Total number of unduplicated individuals served

• Total number of unduplicated households served

Pantries

- Use a spreadsheet or database to track individuals

Not able to use a computer...?

- Use data from the TEFAP Participation Log for highest day of the month

Meal Programs (Soup Kitchens & Emergency Shelters)

- Provide highest people count or average # of people for the month

Monthly Reporting



Sample Connecticut Foodshare Client Spreadsheet



Most soup kitchens use a 
calendar to track daily 
head or meal counts

✓ 1 meal = 1 person

Sample Meal Program Data Collection



✓ Must be stored ONLY at an approved location

✓ Stored 6 inches off the floor and at least 4 inches from a wall for easier 
cleaning and pest detection

✓ Must be in a secured area to prevent accidental misuse/loss of food

✓ Avoid shared storage areas and freezers/refrigerators

✓ Maintain temperature logs for all freezer and refrigerators

➢ Take action when temps fall below safe-holding!

✓ Routine pest control and cleaning must be documented

❖ Redistribution of TEFAP Food – STOP!:

• First contact your Network Relations Representative for guidance

TEFAP Food Storage Practices – All Agencies



Best Practices for Food Storage



TEFAP Check List



Review for compliance and update as needed:
• Intake procedures
• Data collection and reporting procedures
• Copies of current forms available
• Check all promotional materials for compliance
➢ signage
➢website
➢ 211 profile – more on next slide
➢ flyers
➢ outgoing voice messages

Next Steps:



❖Review for compliance and update as needed:
• Required posters are displayed
• All staff/volunteers have completed Civil Rights training
• Three years of documents on file
➢ Invoices
➢ TEFAP Participation Logs and Client Tracking 

spreadsheets
➢ Civil Rights training documentation

Share this guidance with all staff/volunteers!

Next steps (continued):



❖An example of an ideal 211 entry, one of our partner programs

Next steps (continued):



❖Sample 211 Template

Pantries that are town centric or limit to a specific service area

Description:

Neighbors in need may visit our food pantry [insert frequency (e.g., weekly, once per month) and days 
and hours]. [Insert whether your services are walk-in or by appointment]. We will ask you to provide 
your name, address, phone number (optional) and number of people per household.

Eligibility:

All CT residents that meet current Federal income guidelines are eligible to receive TEFAP food; 
quantity and variety of food varies based on availability.

Additional pantry services are available to residents of [service area] who provide proof of residency 
such as [insert acceptable proof here].

Next steps (continued):



❖Questions about this presentation, contact:

Sherry Grant, Network and Program Support Manager

(203) 741-9213

sgrant@ctfoodshare.org

❖Need further assistance please contact your Network Relations 
Representative

Have Questions? Need Further Assistance?

mailto:sgrant@ctfoodshare.org
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