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I. GENERAL INFORMATION 

A. HOW TO REACH US: 
Physical address:......................................................................... 8201 South Congress Avenue, Austin, Texas 78745 

Mailing address: ................................................................................................................................................... Same 

Telephone Numbers: .............................................................................................(512) 282-2111 or (800) 786-2616 

Fax: ....................................................................................................................................................... (512) 282-6606 

Email orders ...............................................................................................................orderline@austinfoodbank.org 

To submit monthly reports by email  ........................................................................... reports@austinfoodbank.org  

To submit monthly reports to the Hotline .............................................................................................extension 353  

B. WHOM TO CALL: 
To change or request a pick up day and time: ........................................................................................extension 150 

To get a current shopping list:  

a. by fax, one time:........................................................................................... Receptionist, main number 

b. by fax, every week: ..............................................................................................................extension 150 

c. download at our website…………………………………………….......... www.austinfoodbank.org  

(click on “Partner Agencies” on the left, then click on “Resource Center”, then click on “Shopping List.”) 

For billing questions:...............................................................................................................................extension 103 

For general information on programs, including USDA commodities: ...............................................extension 112 

To sign up for training classes:…………………………………………………….…… …………..extension 204 

To ask about product integrity: ..............................................................................................................extension 153 

C. ORDER AND DISTRIBUTION TIMES: 

1. Deadlines for placing orders: 
Orders to be picked up at Food Bank ........................................................................9 a.m. two days before pick-up 

Monday Regional Delivery......................................................................................... 9 a.m. the previous Wednesday 

Monday Local Orders ............................................................................................... 9 a.m. the previous Wednesday 

All other Regional Deliveries .............................................. 9 a.m. two business days before scheduled delivery date 

 
Pick-up day            Order received by                   Time 

Monday Wednesday (the previous 
week) 

9 a.m. 

Tuesday Friday (the previous week) 9 a.m. 

Wednesday Monday 9 a.m. 

Thursday Tuesday 9 a.m. 

Friday Wednesday 9 a.m. 

Orders may be placed by fax: (512) 233-6130 or (512) 282-6606, or email: orderline@austinfoodbank.org  
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2. Pick Up Times 

By appointment……Monday through Friday: 8 a.m. to 11:30 a.m. and 1 a.m. to 3:30 p.m.  

Note:  Agencies that pick up more than once a month must have a designated pick up day and time. 

Bread, pastries, produce and dairy (no appointment needed; one pick-up per day) 
Monday through Friday, 8 a.m. to 11:30 a.m. and 1 a.m. to 4:00 p.m. No arrivals after 3:30 p.m. 
Visit our website at www.austinfoodbank.org . 

D. PARTNER AGENCY ETIQUETTE:   
 

CAFB strives to provide you and your Agency with top-notch customer service.  In return, we ask that you give 
CAFB, its staff and your fellow Agencies the same care and respect.  Any Agency representative that is abusive to 
CAFB staff or Partner Agency personnel, or is unwilling to follow CAFB’s rules, will not be welcome at CAFB.
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II. THE FOOD BANK’S COMMITMENT 
The mission of the Capital Area Food Bank of Texas is to feed the hungry by providing food and grocery 

products to human service agencies serving people in need throughout Central Texas. 

In 1981, a small group of concerned Austinites from the United Urban Council (the predecessor of today’s 
Austin Area Interreligious Ministries) and individuals from several other community organizations formed the 
Capital Area Food Bank of Texas, Inc. (CAFB).  They recognized the need for such a service, as well as the 
availability of surplus food from various food companies and grocery stores that might otherwise go to waste. 

In its first year of operation, the Food Bank acquired and distributed 55,000 lbs. of food, all locally distributed.  
The first agencies to receive food were Caritas, CEACO, Faith Food Pantries, Meals on Wheels and the Salvation 
Army.  From that humble start, distribution has grown to more than 18,000,000 lbs. of food and grocery products a 
year, provided to more than 370 non-profit organizations in 21 counties in Central Texas. 

From the beginning, CAFB was involved in the distribution of USDA butter and cheese, released by order of 
President Reagan to reduce surpluses in government warehouses.  That grew into the Temporary Emergency Food 
Assistance Program (TEFAP), administered by the Texas Department of Human Services, under which CAFB 
distributed a variety of staple commodities (flour, cornmeal, rice) to households in Travis County.  In the next few 
years, that contract was extended to eight other counties.  In 1997, TEFAP was replaced by TexCAP and USDA 
commodities were made available to all emergency feeding programs in Central Texas. 

In 1983, CAFB became a certified affiliate of Second Harvest, now America’s Second Harvest (A2H) the 
Nation’s Food Bank Network, providing access to food donated by major food companies across the country.  A2H 
membership holds CAFB accountable for providing the highest standards of food storage and handling, record 
keeping including accurate tracking of donations, and assurance that the food is being used only for charitable 
purposes. 

Over the years, the quantity and variety of available products have grown rapidly, as has the number of agencies 
receiving food.  New CAFB programs were created as the need arose and as the resources became available.  These 
programs include Regional Food Delivery (RFD), the Agency Forum and other training programs, Kids Cafe, Fresh 
Food for Families, CHOICES, and HOPE (Healthy Options Program for the Elderly). 

CAFB is also active in A2H programs and the Texas Food Bank Network.  These activities have resulted in 
increased quantities of fresh produce, enhanced transportation capacity, more efficiency in transferring product 
from donors to CAFB, and better training for staff in all aspects of food banking.  

CAFB has been recognized, both nationally and locally, for developing innovative model programs, for 
collaborating with traditional and non-traditional partners, for practicing strong fiscal management, and for 
maintaining the highest food handling and storage standards.  Twice, in 1991 and 1999, the Capital Area Food 
Bank of Texas was named “Food Bank of the Year” by America’s Second Harvest. 

Throughout its history, the Capital Area Food Bank board and staff have recognized that it is the Partner 
Agencies who do the real work of feeding hungry people.  The role of the Food Bank is to help the Agencies do that 
work more easily, more cheaply and on a larger scale. 

With that in mind, CAFB makes this commitment: 

 The Capital Area Food Bank of Texas will continue to aggressively seek new sources and expand existing 
sources of food and grocery products in order to provide a greater quantity and broader variety of food.  
Furthermore, CAFB will focus on foods such as fresh produce, meat and dairy products that provide 
good nutrition. 

 CAFB will continue to develop programs that enhance Agencies’ work, that make available additional 
services to both Agencies and their clients, and that meet special program needs.  

 CAFB will seek ways to improve the efficiency and convenience of distribution, reporting, and 
communication to Partner Agencies.   

 CAFB will provide training and other tools that help the Agencies in their mission of providing direct 
service to people in need.  
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IV. RECEIVING FOOD FROM CAFB 

A. PLACING FOOD ORDERS 

1. Appointment Times 

a. Agencies that order food weekly or twice monthly are assigned a specific day and time for food pick up.  
Appointment times will be scheduled during the following warehouse hours:  

 Monday through Friday: 8 a.m. to 11:30 a.m. and 1 p.m. to 3:30 p.m.  

b. If an Agency is unable to pick up at its appointed time, an Agency representative should call the Food 
Bank to reserve another pick up time.  The Agency will be assessed a $35 re-stocking fee if the Food 
Bank is not notified at least 24 hours in advance.  (See 3, g, below)   

2.   Shopping Lists 
a. CAFB updates the shopping list daily.  Please note, if an agency orders from an old shopping list, some 

items may no longer be in stock. 

b. The Agency may receive an updated shopping list by fax or through the CAFB website (see section I, B, 
C p. 1).  You may request to be faxed or emailed a shopping list each week by contacting the 
Distribution Services staff at extension 150.  A one-time request for a faxed shopping list may be made 
to the Food Bank receptionist. 

c. Requests for shopping lists should be made early enough to meet the ordering deadlines listed in 
Section I, C, 1.  

d. An authorized Agency representative may pick up a current shopping list while at the Food Bank. 

3. Ordering 
a. Orders may be placed by email or fax, following the deadlines listed in Section I, C, 1.  Please note that 

deadlines do not differ for orders picked up at the Food Bank and orders picked up at a regional 
delivery site.  Please refer to the chart in Section I, C, 1. No orders will be taken after the deadlines.   

b. Orders should be placed by the ordering deadline.  Because CAFB receives donations every weekday, 
ordering several days in advance does not necessarily guarantee a better selection. 

c. If faxing an order, please complete the top portion of each page of the fax shopping form.  Incomplete 
orders will not be processed.  Orders should be submitted on the fax shopping form only, not on the 
actual shopping list. 

d. When ordering, the Agency should indicate if “shop for by weight” items will be part of the final order.  
(See Section IV, B, 4) 

e. There may be an order limit on some items. Limits are determined both by the quantity available in 
inventory and by the number of families and individuals served by the Agency.   

f. The Agency should call CAFB distribution services to verify that the order was received. The Agency 
should not send duplicate fax orders unless asked to do so by distribution services. 

g. An Agency that places an order and fails to pick it up will be assessed a $35 re-stocking fee.  This fee 
will be waived if the Agency provides 24-hour notice that it will be unable to pick up the order. Call 
CAFB distribution services to provide such notice. 

h. The process of ordering food is one of the topics in the Food Handling/Civil Rights class.  If a new 
Agency employee or volunteer is responsible for placing orders, he or she must attend this class before 
ordering for the first time. 

i. Once an order is placed, no additional items may be added to that order with the exception of items 
listed on the “Add-On Board.” 
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B. PICKING UP FOOD 

1. Scheduled Pick Ups 

a. Each Agency will be given two Membership ID cards upon becoming a CAFB Partner Agency.  The 
Agency should appoint an authorized person(s) to pick up orders.  This person should be given a card.  
The Agency must notify CAFB with the name of the authorized pick up person(s).  If someone arrives 
without a membership ID card, the pick up time will be rescheduled.  If arrangements to reschedule 
the pick up have not been made within 24 hours, and/or the card is not present at the rescheduled 
time, the order may be restocked and a $35.00 fee assessed.     

b. Prior to placing an order, an Agency that orders fewer than two (2) times per month or seasonally 
must request a pickup day and time from the Distribution Services Assistant (extension 150).  Agency 
appointments will be made on a first come, first served basis. 

c. If the Agency arrives on time, the Agency personnel will be asked to sign in and show their 
membership ID card to the receptionist. Then they can be seated in the reception area and wait for the 
warehouse assistant to greet them.  For issues of fire safety, each agency representative entering the 
warehouse must sign in.   

d. If an Agency is late or early, the Agency personnel will follow the same sign-in procedures listed above, 
however they must wait in the reception area while the scheduled Agencies are served.  Any Agency 
that is more than 20 minutes late may not be allowed to add “shop for” items to its order.  (See IV, B, 
5)  Any agency that knows it is going to be late should call CAFB as soon as possible.  If the Agency is 
more than 20 minutes late without prior notification, they may be asked to reschedule the pick up day 
and time at the discretion of CAFB Warehouse Staff.   

e. The Agency vehicle may then be backed up to an empty dock.  Only one (1) vehicle may be backed up 
to the dock at a time.   

f. If an agency fails to show up at the designated pick-up time, and has not called CAFB, the Agency may 
be subject to a $35 re-stocking fee.   

2. Warehouse Procedures 

a. Agency personnel must stay within the areas of the warehouse accessible to those picking up orders. 
These areas include the bread and pastry room, the front portion of the cooler, the loading area, and 
the pathway leading to the restrooms. Agency personnel are not allowed in the main portion of the 
warehouse or in the freezer. 

b. If an item is listed on the “Add-On Board,” it may be added to the order at the time of pick-up.  Only 
items so designated may be added. 

c. While the order is still at CAFB, the Agency may reject items from the order if they seem inappropriate 
for the Agency, (i.e. shaving cream for child care center).  A re-stocking fee of $35 may be assessed if 
more than one item or case is rejected.  

d. Agency personnel must load pre-ordered products prior to selecting “shop for” items such as bread, 
pastries, and produce. 

 

3. Warehouse Regulations 

a. Only 3 people per agency are allowed on the dock at one time.   

b. Do not smoke or chew tobacco while in the building or on the dock. 

c. Do not eat or drink in the warehouse. 

d. Children under the age of twelve are not allowed in the warehouse or on the loading dock. Children 
must remain in the reception area under adult supervision at all times.  CAFB staff is not responsible 
for supervising children. 

e. Do not operate warehouse equipment. 

f. Be aware of special notices posted in and around the warehouse. 

g. Notify the warehouse staff of any irregularities or potentially hazardous conditions.  This includes any 
spills in the cooler or bread room.   
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h. Cooler doors should be kept closed at all times, even while shopping. 

i. Cased items in the cooler are to be handled only by CAFB personnel.  Agencies should not remove 
cased items from the cooler, even if they are listed on the work ticket. 

j. Warehouse hours are subject to change at the discretion of CAFB. 

k. Anyone on the loading dock or in the warehouse MUST wear appropriate, closed-toed shoes (no flip-
flops, sandals, high heels, etc.) 

4. Loading Orders 

a. Each Agency is responsible for loading its own order.  Only persons loading the vehicle should be on 
the dock.  All others should wait in the reception area. (No unattended children under the age of 12). 
Please note that the Warehouse Assistant reserves the right to limit the number of people on the dock at 
his/her discretion. 

b. The Agency should provide a vehicle or vehicles large enough to transport the order. The Agency may 
be charged a $35 re-stocking fee if it cannot pick up the entire order. To help the Agency judge the size 
of its order, the Agency may ask the Distribution Services Assistant for the estimated weight. This 
estimated poundage includes all ordered items but does not include bread and pastries and “shop for 
by weight” items. 

c. It is the responsibility of the Agency to make sure the order is correct.  Each case or package should be 
checked as it is loaded into the vehicle.  When an Agency representative signs the work ticket, he or she 
accepts it as printed.  The Agency will be charged for all items for which it signs. 

d. Agencies receiving dairy and/or frozen items must bring coolers to transport these items from CAFB to 
their facilities if travel time is more than 20 minutes.  The Agency may not receive these items without 
the appropriate insulated containers. 

e. Please note, CAFB schedules two appointments every thirty minutes, so it is important that each 
Agency load its vehicle(s) in a timely fashion. 

5.  Shopping – Selecting “Shop For” Items 

a. After loading orders, Agency personnel may “shop for” certain bread, pastries, produce, and dairy. 
Breads, tortillas and pastries fall under one category and do not have to be separated; however, any 
cooler items written on the “add-on board” must be weighed separately. The “shop for” items must be 
boxed separately and weighed by warehouse staff, including those items for which there is no charge.  

b. In the cooler, Agencies may select items only from the wire shelves in the front of the cooler or from 
the pallets on the floor in front of the shelves.  Agencies are not allowed to walk past the blue racks or 
take items from the blue racks.  Again, each type of product should be weighed separately (e.g. dairy, 
produce, breads, pastries, etc.).  Sandwiches should be weighed with dairy products and tortillas should 
be weighed with bread. 

c. Cased products found in the cooler may be handled and distributed only by CAFB staff.   

d. Agency personnel should stack any trays they may have emptied in both the cooler and the bread 
room. 

e. When loading uncased product, care should be taken that heavy products (e.g. meat, cheese) are not 
loaded on lighter, more fragile products (e.g. pastries, bread). 

f. No eating or drinking is allowed in the cooler or the bread room.   

g. There is a 30-minute time limit for “shop for.”  Any agency exceeding this time limit will be asked to 
leave.   

6. Check Out 

a. After all food is loaded, the Agency representative should bring the signed copy of the “Picking List” to 
the Warehouse Staff and retain the “carbon” copy for the agency’s records. 

b. If an agency is listed as “cash only” or POR then they must make payment before leaving.   

c. Agency representatives must “sign-out” in the logbook in the lobby before leaving.   

7. Return Policies 

a. A food item may be returned for credit only if its condition makes it unsafe for use or consumption.  
Such condition includes excessive rust, dents, or infestation. The final decision as to the safety of the 
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item will be made by the CAFB Product Recovery Manager who is trained to make such 
determinations. 

b. The Agency is required to return the item to receive the credit. 

c. Credit will be issued on the Agency’s next monthly statement. 

d. CAFB reserves the right to replace the item with a comparable item. 

8.  Walk-In Procedures for Perishable Foods 

a. Active Agencies may pick up certain perishable foods pick-up without an appointment.  Walk-in hours 
for bread, pastries, dairy, and produce are:  

 Monday through Friday:   8 a.m. to 11:30 a.m. and 1 p.m. to 4 p.m. 
Agencies will not be allowed in the warehouse other than these times.  

b. The Agency representative must sign in at the reception area, display an Agency membership ID card 
to the receptionist, and remain in the waiting area until told that the Warehouse Assistant is ready. The 
same rules apply for walk-in shopping as for shopping during appointment times.   

c. Each type of product should be boxed separately.  After weighing each type of product, the warehouse 
staff will fill out the walk-in log book.   

d. There is a limit of one visit, per day, per Agency.  

C. RECORD KEEPING 

1. The Agency must maintain adequate records demonstrating that all items received from CAFB were 
distributed to the Agency’s clients. 

2. The Agency should have the following information on record: (a) total number of clients served; (b) name 
and address of each client; (c) number of persons in household; (d) household income; (e) whether client 
receives government assistance; (f) signature of each client. 

3. If requested, client records must be made available during CAFB monitoring visits to comply with the 
requirements of CAFB’s food and funding sources.  Client’s confidentiality will be protected. 

4. Monthly Reports   

a. All Partner Agencies wishing to receive grocery products through the Food Bank are required to 
submit monthly statements reporting the number of clients served.  In turn, the Food Bank provides 
cumulative information to the Texas Department of Human Services, which reports consolidated 
statewide numbers to the United States Department of Agriculture. 

b. Depending on the type of program, either the total number of meals or the number of households and 
individuals served must be provided, as follows: 

i. On-Site Feeding Programs:  On-site feeding programs (soup kitchens, residential programs, 
shelters, snack-only programs, etc.) must report the total number of individual meals and snacks 
served during the month.  If accurate numbers of meals served are recorded each day, the total of 
the month’s numbers should be reported.  Otherwise, the number of meals served may be 
calculated as follows: 

• Count the number of times meal service was offered during the month. 

• Multiply that by the average number of clients participating in each meal.  For example, a 
residential home may serve breakfast and dinner on weekdays, and breakfast, lunch and 
dinner on Saturdays and Sundays.  In a sample month, there are 22 weekdays and 4 full 
weekends, or 44 weekday meals (22 days x 2 meals) and 24 weekend meals (4 Saturdays 
and 4 Sundays x 3 meals each day), totaling 68 times during the month that meals were 
served.   

• Finally, multiply that number by the average number of clients served at each meal.  If an 
average of 11 clients are served at the Agency, a total of 748 individual meals were served (68 x 
11) and should be reported.  Note: Snack service is considered a meal. 

ii. Food Pantries:  Food pantries should report the total number of households to whom 
groceries were supplied during the month.  If a single person is served, he or she is considered 
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to be a household.  If a family is provided groceries more than once during the month, each 
visit may be counted separately.  You should also include the number of individuals in the 
household served. 

c. Agencies with multiple feeding programs may be required to report both the number of 
meals and the number of households served.  For example, an Agency that operates both a 
soup kitchen and a food pantry will need to report both types of service (meals, 
households and individuals).  Any questions about the monthly report should be 
addressed to a member of the Food Bank’s Agency Relations staff. 

d. An Agency that operates multiple programs with more than one Food Bank account 
number should report meals or clients served by each program separately and should not 
combine service numbers. 

e. Both on-site feeding programs and food pantries should use the same form.  Make sure 
the number reported is written in the correct line (number of meals or number of 
households and individuals), adding an “NA” in the line that is not pertinent.  If the 
reporting Agency operates both an on-site feeding program and a food pantry, both report 
numbers should be included on a single sheet. 

f. Do not anticipate the number of clients you will be serving.  Reports submitted ahead of 
schedule will not be accepted.  

g. A copy of the report form is attached.  The Agency should make copies of this form before 
using it.  Only one-third of the form should be used each month.   

h. Reports must be filed monthly.  Reports are due on the 1st of the following month they are 
reporting for. (i.e. The numbers of all persons helped in November are due on December 1st).  
There is a 15-day grace period.  Any Agency which has not submitted a report within 45 
days of the due date may lose its eligibility to place, pick-up or conduct a shop-for until 
the reports are received by CAFB. 

i. Reports may be submitted by any of the following methods: 

• Deliver to the Food Bank during order pick-up;  

• Fax to (512) 282-6606;  

• Emailed to reports@austinfoodbank.org 

• Mail to: CAFB, Attn.:  Agency Relations, 8201 South Congress Ave., Austin, TX, 
78745. 

• Leave a phone message (including Agency name, account number, month for 
which you are reporting, and number of meals or households served) at 512-282-
2111, ext. 353. 

5. The Agency must keep CAFB invoices for a period of three years and ninety days.  These should be made 
available to any funding or regulatory entity monitoring the Agency. 

D. FEES, CREDIT AND BILLING 

1. Following final approval, a new Partner Agency must pay a nominal membership fee, no matter when 
during the year the membership begins. This charge will be included on the Agency’s first statement.  In 
subsequent years, this fee is charged to each Agency account in January. 

2. The Agency must support the operation of CAFB with a handling fee (called SMF or Shared Maintenance 
Fee) to help defray administrative costs, warehouse expenses, freight, and miscellaneous overhead costs in 
making these items available.  The fee is based on the gross weight of products received.  Shared 
Maintenance charges may not exceed the cap on such fees established by A2H, although CAFB may, at its 
discretion, reduce or eliminate this fee on certain specific products.  Additionally, the Food Bank may pass 
on “value-added processing” (VAP) costs related to packaging or processing certain highly desirable 
products.  

3. Agencies may take advantage of the many free items available as a “shop for”, but only when placing an 
order from our shopping list. Agencies must accrue a minimum of $30 Shared Maintenance Fee per 
month. Otherwise, a $30/month administrative fee will be charged. 
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4. A CAFB credit account will be established for a newly approved Agency at the discretion of the Deputy 
Director of Programs and Agency Relations.  A newly formed Agency or an Agency without sound 
financial support may be placed on POR (Payment on Receipt) status for a period of three (3) months. The 
credit status will be reviewed periodically and may be changed according to the payment history of the 
Agency. 

5. Credit:  All invoices are due within 30 days of the invoice date. After 30 days, an unpaid invoice is 
considered past due.  After 60 days, the unpaid invoice is considered delinquent and all of the Agency’s 
privileges are suspended. Food Bank privileges will be reinstated only after all past due invoices are paid.  
To arrange for payment of past due invoices, the Agency should contact the CAFB Bookkeeper, 512-684-
2103. 

6. Payment on Receipt (POR): Agencies that are delinquent in paying their invoices twice in a twelve (12) 
month period will be placed on POR status, whereby payment by company check, cash, or credit card must 
be made at the time the order is picked up.  Since the CAFB Regional Delivery driver may not take cash 
payments, an Agency receiving delivery is required to make a cash deposit on its account prior to placing 
an order.  If, after three (3) months of POR status, the Agency's payment history indicates it to be credit 
worthy, the Agency will return to credit status. 

7. Payment methods:  An Agency check is the preferred method of payment, although cashier checks, Visa, 
MasterCard, American Express, and Discover are accepted.  The Agency account number and the invoice 
number(s) must be included with payment, either by writing these numbers on the check or by enclosing a 
copy of the Agency’s statement.  A $25 charge will be assessed for returned checks.  Returned checks will 
not be redeposited.  The Agency must provide a replacement payment by cashier’s check, money order or 
cash.  This payment must be received before the Agency can place another order. 

8. Membership ID replacement cards:  Each agency will receive two (2) membership cards upon agency 
approval.  New cards are issued depending upon the condition of the card and will be exchanged for the 
original issue.  The membership ID cards are the responsibility of each agency.  If a designated shopper 
leaves an Agency, it is the Agency's responsibility to see that the cards are returned and redistributed to the 
new Agency shopper.  The Agency will be assessed a $5.00 fee for replacement of each membership ID card 
if misplaced.  The $5.00 fee will appear on the Agency’s next billing statement. 

V. FOOD STORAGE AND HANDLING  

To ensure Agency client’s safety, CAFB has strict rules on the proper storage and handling of food.  The 
requirements cover all food stored at the Agency, including items received from sources other than CAFB.  

At least one member of the Agency’s staff, whether paid or volunteer, must attend a CAFB Food Handling class 
each year. This class is held on the third Thursday of each month from 1 p.m. – 3:30 p.m. at the Food Bank and 
periodically at other locations throughout Central Texas.  The class is free to Partner Agencies. (Times are subject 
to change, but a notice will be sent out prior to that change.)  If a member of the Agency’s staff is a certified food 
manager or has attended food-handling training conducted by the local health department, please provide of a copy 
of the certificate for the agency’s files.  

If food is being prepared on site, a copy of the Agency’s health certificate must be provided to the Food Bank 
for the Agency’s file.  

A. Food Storage 

1. The food storage area must be clean, with no holes in the walls, ceilings or floors.  There should be no gaps 
around the windows or floorboards that could allow entry of rodents or insects. 

2. The food storage area should be locked when not supervised to prevent possible theft.  Refrigerators and 
freezers should either be in a locked area, or they must be lockable. 

3. A thermometer must be positioned in each cooler and freezer. 

4. The Agency must post a “Use Safe Sense” poster in all food handling, storage and/or preparation facilities.  
The poster must be accessible to all staff and volunteers working in the food program. All required signage 
is provided to the Partner Agency by the Food Bank at no charge. 
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5. Non-food articles such as cleaning products, detergents, soaps, pesticides and other toxic materials must be 
stored lower than food items or in a separate storage area. Paper goods, diapers and feminine hygiene 
products should also be isolated from chemicals.  

6. Food items must be stored at least six inches above the floor.  Food should not be stored on pallets in an 
area with open containers or where food is prepared.  Pallets provide a dark, warm habitat for pests. In rare 
cases, the use of pallets may be used in the staging area of the pantry, but may not be the primary method 
of storage. 

7. Shelves should not be lined with contact paper as the glue attracts insects.  Butcher paper is a good 
alternative. 

8. The Agency should rotate, label or take periodic inventory of the food items to ensure freshness.  
Remember, FIFO (First In First Out).  Stockpiling is strictly forbidden.  

9. Food and non-foods repackaged for distribution to clients must be clearly labeled with the item name, the 
ingredients, manufacturer name, and net weight. Please note: under no circumstances will USDA 
commodities be permitted to be repackaged.  The repackaging of flour and sugar is strongly discouraged due 
to the possibility of cross contamination.  Any food pantry that repackages food must comply with 
applicable rules regarding prepared food within the county and city of the pantry.  This includes the 
requirement for a current health department inspection.  (See D, below)   

10. The Agency must take adequate steps to ensure that food items obtained from sources other than CAFB 
have adequate labeling and are free of serious defects that may pose a health hazard to the Agency’s clients.  

11. Food may not be stored in a commercially operated storage facility. (i.e. Public Storage, U-Lock-It, etc.) 

B. Pest Control 
Food storage areas are particularly susceptible to rodent and insect infestation. A visual inspection of the 

Agency’s facilities should be done at least monthly, with prevention and treatment at least quarterly or as needed.   

1. If the Agency uses a professional pest control company, copies of service reports, including chemicals used, 
should be made available to the CAFB representative during monitoring. 

2. If the Agency chooses to conduct its own regularly scheduled pest control program, a record of chemicals 
used and treatment dates must be kept.  This record should be made available to the CAFB representative 
during monitoring.  Only pesticides approved for food storage facilities may be used.  

3. The exterior perimeter of the storage location must be kept free of tall grass, untended shrubbery, or debris 
to reduce the possibility of harboring pests. 

4. Poison baits for pests should never be used in a food storage or preparation area. 

5. CAFB reserves the right to require an Agency to use a professional pest control service if deemed necessary 
during a monitoring visit. 

C. Perishable Foods 
Perishable foods are defined as any food that requires refrigeration or is frozen.  Although fresh fruits and 

vegetables generally benefit from storage under refrigeration, fresh produce is not included under this section.  If an 
Agency wishes to receive perishable foods from CAFB, the Agency must meet the following criteria: 

1. The Agency must have an adequate number of appropriate insulated containers to transport refrigerated or 
frozen products from CAFB. 

2. Refrigerated and frozen products must be stored at safe temperatures: between 35ºF and 40ºF for 
refrigerated, 0ºF or below for frozen.  

3. All refrigerators and freezers must be equipped with thermometers.  Temperatures should be recorded at 
least weekly.  Temperature logs should be made available to the CAFB representative during monitoring 
visits.  Thermometers are available at the Food Bank.  



Capital Area Food Bank of Texas Partner Agency Manual   Rev. 4/06   
 

18

4. Thawed perishables must be cooked or eaten immediately after thawing and never refrozen unless cooked 
first. 

D. Prepared Foods 
If the Agency prepares or distributes prepared food items, it must meet the following criteria:  

1. An Agency that provides prepared meals must meet all state and local health department regulations and 
must hold all applicable licenses. The Agency must provide a copy of the most recent health inspection 
report to CAFB, and ensure that all corrective measures specified during such inspections are completed 
within the timeframe given.   The Agency must immediately notify CAFB of any changes in its status.  

2. A member of the Agency staff must be a certified food manager, or have received food-handling training 
from CAFB or the local health department. 

3. The Agency must designate a sink to be used for hand washing by all staff and volunteers that handle food. 
This sink cannot be a food preparation sink and must be clearly labeled with a sign instructing staff and 
volunteers to wash their hands.   

4. Prepared foods must be cooked, reheated and held for serving at safe temperatures:  160º F or higher for 
cooking, 140º F for holding, and 165º F when re-heating.  A probing thermometer should be used to 
accurately monitor the temperature of the food. 

5. All frozen foods must be thawed in the refrigerator at temperatures between 35 and 40º F and cannot be re-
frozen unless cooked at the appropriate temperatures.  Food should be placed in a pan to catch drips while 
thawing. 

6. The expiration date of milk and refrigerated dairy products, infant and adult formulas must be carefully 
followed. (See Attachment.) 

7. Repackaged or opened food must be stored in rodent and insect proof containers and labeled with the 
name of the item and the date the package was opened. 

 

VI. SPECIFIC PROGRAM GUIDELINES 

A. USDA Commodities 
USDA commodities are available to CAFB Partner Agencies under the Texas Commodities Assistance Program 

(TexCAP).  Agencies wishing to receive USDA Commodities must complete the Eligibility Determination Form 
(See Attachment) and submit it to CAFB. 

1. Client Eligibility 

a. An on-site feeding program that meets the definition of a soup kitchen (open to all who wish to eat) is 
not required to determine the income eligibility of its clients. 

b. A food pantry is required to determine the income eligibility of any client who receives USDA 
commodities for home consumption.  However, self declaration of need or crisis situation is 
acceptable.  Self declaration of need should include the applicant’s name, address, number of persons 
in the household, statement of income, and signature.  

c. Every recipient household (100%) must have an annual household income of not more than 185% of 
federal poverty guidelines.  CAFB will provide charts annually that indicate eligible household income 
levels. 

 

2. Civil Rights Compliance 

a. Agencies receiving USDA commodities must ensure that recipients of the commodities are not 
discriminated against because of race, color, national origin, age, sex, sexual orientation, disability, 
political belief, or religion.   
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b. Agencies must comply with all federal nondiscrimination requirements, including the following: 

i. Properly display USDA-approved posters, including “And Justice for All.”  

ii. In areas where commodity program activities take place, post a statement identical to or similar to 
the following: “Rules for acceptance and participation in USDA commodity programs apply 
equally to everyone without regard to race, color, national origin, age, sex, sexual orientation, 
disability, political belief, or religion.” 

iii. Publicize the availability of the program and eligibility standards at least every two years. 

iv. Attend a civil rights class taught by CAFB each year.  This training is offered in conjunction with 
the food handling class on the third Thursdays of each month.  (See heading, Section V). 

v. Inform potential recipients of significant program changes on a regular basis. 

vi. Provide bilingual materials where needed or required. 

c. Properly handle civil rights complaints by providing instructions to the complainant for reaching the 
U.S. Office of Civil Rights at (512) 438-4313, or by correspondence to U.S. Department of Health and 
Human Services, 1200 Main Tower Building, Room 1360, Dallas, TX, 75202.  

3. Monthly Reports 

a. See section on monthly reports located in IV, C, 4. 

B. FEMA-Purchased Food 
Through the Emergency Food and Shelter Program of the Federal Emergency Management Agency (FEMA), 

the Food Bank receives a restricted grant to purchase certain types of food for distribution to specific types of 
programs.  

1. FEMA-purchased foods are available only to emergency feeding programs in Travis or Williamson 
Counties.  Emergency programs are defined as food pantries, soup kitchens, and emergency shelters. All 
other Agencies are not eligible to receive these products. 

2. FEMA-purchased products are distributed at standard shared maintenance. 

3. Questions regarding an Agency’s eligibility should be addressed to the CAFB Agency Relations 
Department. 

C. Purchase Program 
 

Recognizing that, from time to time, many CAFB Partner Agencies purchase certain staple items from retail or 
wholesale vendors to fill their pantry or kitchen shelves, CAFB now operates a food purchase program offering 
highly desirable items.  Because CAFB can buy a tractor-trailer load at a time, these products are obtained at 
considerable savings, which are passed on to Partner Agencies.  

Please note that there is a big difference between the case cost for the donated food Agencies usually receive 
from the Food Bank and what they will pay if they participate in the purchase program.  For donated food and 
commodities, Agencies pay a handling fee (shared maintenance) of 0¢ -12¢ per pound.  In the purchase food 
program, Partner Agencies buy the food at a wholesale price.   

In other words, the cost to obtain these purchase products is considerably more than agencies currently pay for 
donated food.  Because of this, if the agency has a history of late payment, an Agency will not be eligible for the 
purchase program. This is for the Agency’s  protection and that of the Food Bank who must maintain a current 
cash flow so that products can be reordered when the supply is low. 

If an Agency already purchases these or other products, this program may save the Agency money.  If an 
Agency does not purchase food, they may not want to start now.  Additionally, CAFB sometimes receive these same 
products from other sources (USDA, donated), to which standard shared maintenance and product limits will 
apply.  It is assumed that Agencies would order the lower cost products first, supplementing orders with purchase 
products if more than the limits are desired. 

Agency Eligibility:   
• Agency may be located anywhere in the CAFB service area. 
• Agency may be of any type – pantry, on-site feeding, residential, etc. 
• Agency may not have failed an on-site inspection within the last twelve months. 
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• Agency may not have been suspended for late payment within the last twelve months. 
• Agency may not have received a warning letter regarding late payment within the last three months. 

 

Product Availability: 
• The purchase items will appear on the regular shopping list with “PURCHASE” in the description 

column. 
• There will be no order limits on purchase products. 
• The Food Bank purchases each product at the lowest possible cost, with prices obtained from at least 

three vendors. The case cost of subsequent orders of a single product may be higher or lower than the 
initial cost.   

Payment Terms: 
• The case cost is indicated on the shopping list. 
• Billing for purchase products will be the same as your agency’s current arrangement. That is, if you pay 

on credit, we will bill for the purchase products along with the shared maintenance fees for the other 
food on your order. If you pay COD, that will remain the same. 

• If you are late with a payment and receive a warning letter, you will be ineligible to order purchase 
products for three months and you could jeopardize your rights to obtain donated food/commodities.   

D. Regional Food Delivery -RFD 
 

CAFB provides free delivery of food orders to Agencies outside the Greater Austin area through RFD. The food 
is transported in a refrigerated truck or trailer, thereby assuring the product’s safety and freshness.  Although 
America’s Second Harvest allows food banks to charge up to 4 cents/lb. for delivery, CAFB provides this service at 
no charge. Agencies in the vicinity of a RFD drop site meet at a preset time to pick up their orders.  The procedure 
for RFD follows: 

1. Orders for RFD must be placed by 9:00 a.m. two business days before the scheduled delivery day. For 
example, if your order is delivered to Smithville on Friday, your order must be placed by 9:00 a.m. on 
Wednesday.  Orders for Monday RFD must be placed by 9:00 a.m. the previous Wednesday.  Please refer 
to the chart on page 1. 

2. Toxic or poison items such as Clorox, Liquid Plumber, insecticides, etc. may not be transported and 
should not be ordered for delivery. 

3. Each Agency must arrive at the designated RFD drop site on or before the scheduled time with an Agency 
membership ID in hand. The CAFB driver is not obligated to wait for a late arrival.  Late arrivals will be 
served last. If the driver has to bring the order back to CAFB, that Agency will be charged a $35 re-stocking 
fee.   

4. No children under the age of twelve should be brought to a RFD site. 

5. Tobacco products should not be used at the RFD drop site. 

6. All safety procedures must be followed.  Agency representatives should not enter the Food Bank truck 
unless instructed to do so by the driver.  The rail lift and pallet jack may be operated only by the driver. 

7. It is the Agency’s responsibility to provide a vehicle that will accommodate its order.  The Agency should 
provide enough help to load its order in a quick and timely manner.  Agencies are encouraged to help each 
other. 

8. The Agencies should practice good housekeeping during RFD pick-up.  Trash should be put in containers 
and boxes and pallets neatly stacked. 

9. Agencies receiving dairy and/or frozen items must bring coolers to transport these items.  The Agency will 
not receive these items without the appropriate insulated containers. 

10. The Agency must check its order against the Pick List as the order is loaded into its vehicle.  Any 
discrepancy must be brought to the attention of the CAFB driver at the time of delivery.  Credit will not be 
issued for any shortage reported after the Agency has departed the RFD drop site. 
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11. Any Agency that fails to pick up its order will be assessed a $35 restocking fee. 

12. Pick up procedures are subject to change by the CAFB driver. Agencies will be notified in writing before 
new policies take effect. 

13. The Agency has the right to refuse only one (1) item per pick-up whether at a delivery location or from the 
warehouse.  

Please note that the role of the CAFB delivery driver is to bring pallets of the product and unload them at a pre-
determined location. Your agency volunteers and staff are responsible for breaking down the pallets and moving 
the product to the distribution area. 

The recipient Agency agrees to provide necessary training to their staff and volunteers for distribution and 
delivery of product. The recipient Agency is responsible for assuring compliance of the following procedures: 

• Non-CAFB personnel are only allowed in the CAFB vehicles or inside the safety zone marked by cones 
with explicit permission from the CAFB driver and only on a case-by-case basis.  

• Only CAFB staff are permitted to operate any Food Bank equipment. This includes but is not limited 
to: the pallet jack, lift gate mechanism and box cutter. 

• Agency must provide a staff member or volunteer to guard the safety zone and is responsible for seeing 
that Food Bank safety rules are followed. 

• At the CAFB driver’s discretion, any Agency representative may be asked to leave the premises if his or 
her presence is deemed unsafe. 

 

E. Fresh Food for Families-FFFF 
CAFB receives large quantities of fresh produce for distribution to Partner Agencies.  Although this produce is 

fresh when received, it still must be distributed in a timely manner to provide your clients with the most nutritious 
product possible.  For this reason, certain large Agencies are selected as drop sites for the Fresh Food for Families 
(FFFF) program. 

1. To be considered as a FFFF drop site, an Agency must make a commitment to the Food Bank to follow all 
program guidelines and must have the capacity to quickly distribute a minimum of four and a maximum 
of ten pallets of product. 

2. The Fresh Food for Families Letter of Agreement must be completed and approved by the Deputy Director 
of Programs & Agency Relations before the first delivery. 

3. The Food Bank driver will deliver pallets of produce and other products at a predetermined time.  The 
Agency is responsible for breaking down the pallets and moving the product to the distribution area. 

4. The head of household of each recipient family must sign in and indicate the total number of people in the 
household.  This information is used to determine the amount of food to be provided to the family. 

5. A formula should be devised to determine the amount of food given to each family (e.g. a certain number 
of bags depending on family size), that should be only an amount that may be consumed by the client’s 
immediate family.    

6. When USDA commodities are distributed through this program (e.g. USDA apples), each client must 
qualify under standard USDA income eligibility rules of not more than 185% of federal poverty guidelines. 

7. All produce must be distributed on the day of delivery using safe food handling practices. 

8. The number of families served must be submitted to the Deputy Director of Programs & Agency Relations 
by the end of the next business day. 

F. Kids Cafe 

1. Qualifications to be a Kids Cafe Partner  

Agencies serving as Kids Cafe partners must be tax-exempt 501(c)(3) or equivalent organizations that meet 
other requirements to be CAFB Partner Agencies. The after school programs they sponsor should include planned 
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activities such as homework help, tutoring, reading and/or organized recreation.  Volunteers should be an integral 
part of the program. 

2. Site Selection Criteria 

The program site must be accessible to a large population of at-risk children as determined by the percentage 
and number that are eligible for free or reduced price lunches. The building must be safe and secure and must have 
basic heating and cooling, bathrooms, and staffing for ongoing cleaning and maintenance.  The facility must have 
an existing kitchen that meets Health and Fire Department codes, with minimum food preparation equipment to 
include an oven, refrigerator and kitchen sink.  A microwave oven and dishwasher would be added benefits.  Tables 
and chairs must be available to accommodate the maximum number of children expected at any one time, 
although feeding the children in shifts is acceptable.  

 

3. Budget and Funding 

CAFB provides grants for program operation, including expenses for hiring from one to three cooks, Food 
Manager Certification for the cook(s), purchasing utensils and cooking supplies, and buying paper products and 
any necessary food that is not available from the Food Bank. Additionally, all food to be used for meal 
preparation, snacks, and other direct services provided at the site will be provided free of charge by the CAFB. 

4. Program Guidelines 

The targeted age group for Kids Cafe is elementary school students, although children of preschool age through 
17 may be served.  Parents and others should be recruited to serve meals, keep order, and clean up.  These 
volunteers may eat after the children are served but should not be considered in the total meal count. 

Each selected site may choose two to five evenings each week on which a hot meal will be served.  Menus and 
recipes should take advantage of food that currently is available from the Food Bank.  If requested by the Partner 
Agency, a registered dietician will provide nutritional guidance or review at no cost to the Agency. 

5. Reporting Requirements 

Each site must report the total number of meals served each month on a form provided by the Food Bank each 
month. Each site must report a quarterly expense report. A form will be provided.  

6. Other Considerations 

Kids Cafe is a program of the America’s Second Harvest, the nation’s Food Bank Network. The Kids Cafe name 
and logo are trademarks of America’s Second Harvest.  Use of the trademark is by approval of Second Harvest and 
may be used only by America’s Second Harvest Food Banks or their approved partners.  

G. HOPE (Healthy Options Program for the Elderly) 
For many senior citizens living on a fixed or limited income, the food budget is often overshadowed by 

payments for rent and utilities and the cost of much-needed medications.  Without a consistent source of staple 
groceries, many seniors struggle with food insecurity and potential malnutrition. For this reason, the Healthy 
Options Program for the Elderly, or HOPE, was started by CAFB.  

Through HOPE, CAFB partners with Agencies that are already working with senior citizens aged 60 
and older.  Using various outreach efforts, staff members and volunteers of the HOPE sites identify seniors 
in need of supplemental food assistance.  These collaborating agencies then qualify potential HOPE clients 
for the program using the USDA income eligibility requirements and the federal poverty threshold.  After 
enrollment in HOPE, the senior citizens begin receiving food assistance. 

Each month, CAFB provides each HOPE client 18 to 25-pounds of groceries to supplement existing 
food resources.  The bags contain staples such as canned vegetables and meats, cereal, rice, legumes, pasta, 
soups and other items.   

H. Guidelines for membership for Single Family Dwelling (Home-Based Services) 
 
Home-based services:  CAFB may distribute products to home based programs such as foster care group homes, 
transitional living organizations, and treatment centers housed in a single family dwelling if the service is provided 
under the auspices of a 501 (c) (3) organization. Lease agreements must state that no individual is paying 
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specifically for the food, and steps are taken to assure that primary service is to the needy. Boarding homes are not 
eligible to receive Food Bank services. As an alternative, residents may be eligible to receive food through local 
emergency food pantries based on their income using the TEXCAP Eligibility Guidelines. All of the aforementioned 
housing organizations must meet the following criteria to become a CAFB Partner Agency and maintain a Food 
Bank membership. 
 

A. There may be no fewer than (8) eight residents in each facility. 
B. The housing organization must have at least one paid staff member.  
C. The organization must be licensed by a state entity that regulates operations and issues licenses, 

certifications, and registrations to facilities that provide home based services.  For instance, the Texas 
Department of Family and Protective Services licenses facilities such as foster group homes, therapeutic  
camps, residential treatment centers, halfway houses, emergency shelters, days cares, and maternity 
homes under the Texas Human Resources Code  §42.002; §42.052 (c); DFPS Rules, 40 TAC, Licensing 
§745.37. 

D. All shared maintenance fee payments to CAFB must come from the non-profit organization and not 
from an individual living in the home or non-501(c)(3) group.   

E. No one may sell and/or be reimbursed for grocery products acquired from the Food Bank or distribute 
this product to other entities. Violation of this policy is cause for immediate termination from the 
program.  

F. Household members must not be charged for product received from CAFB, nor may they be required 
to perform services or in any way compensate for food received. 

G. Household members may not be required to participate in a religious event or join any part of this 
organization as a condition of receiving food. 

H. Each Agency must meet all CAFB and pertinent health department food storage and food handling 
requirements. Specifically, records of the last health department inspection, pest control contract, 
temperature logs, and food handling certificate must be made available to monitoring staff on request. 
Please note: some cities or county health departments do not require an annual health inspection; however, 
CAFB does to assure the safe preparation of food obtained from the Food Bank. 

I. Each Agency will be visited by agency relations staff in an announced or unannounced visit within the 
first 3-6 months of initial monitoring visit. 

J. The distribution and pick up procedures and guidelines are the responsibility of the participating 
organization’s staff members. Residents may not be the primary point of contact. 

K. Overstocking of CAFB items is prohibited. The household may order only the amount of product that 
can be reasonably expected to be consumed prior to the next order period.  Agencies placing orders 
that seem excessively large may be subject to an unannounced visit by the Food Bank to inventory 
available food supplies. 

 
   
Violation of any of the following provisions could result in the loss of Food Bank privileges. 
 
Use of CAFB food: 
 

1.  Food and grocery products acquired from CAFB are for use of the residents of the home. Food Bank 
products may not be shared with, given to, or used by anyone outside of the home, including relatives, 
neighbors, friends, or employees of a transitional housing organization. 
  
2.  No one within the organization may sell food, charge for, be reimbursed or compensated for, use as a 
fundraising tool, or receive any goods or services in exchange for Food Bank products. Violation of this 
policy is cause for immediate termination from the Food Bank.  
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VII. ATTACHMENTS 

Letter of Agreement 

Agency Visit Worksheet 
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Agency Information Update  

Guidelines for Perishable and Non-Perishable Food Items 
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Letter of Agreement 
 

Letter of Agreement between _________________________________________________ (Agency) and the Capital 
Area Food Bank of Texas  of Texas (CAFB) 

CAPITAL AREA FOOD BANK of TEXAS: 

1. CAFB will seek and develop surplus food resources and store food obtained in a central warehouse for distribution to the 
Agencies. 

2. CAFB will provide training on food or food handling issues based on Agency needs and suggestions. 

3. On a regular basis, CAFB will provide reports to the Agency in the form of a “shopping list” regarding status and 
availability of inventory received. 

4. Other than enforcing the stipulations of this Agreement and the requirements imposed by the Texas Health and Human 
Services Commission (HHSC) and HEB for the implementation of the USDA Commodities and perishable foods 
programs, respectively, CAFB will not interfere with the internal affairs of the Agency.  

5. CAFB will notify the Agency in writing at least sixty (60) days before changing membership criteria, handling fees or 
membership fees. 

PARTNER AGENCY: 

1. The Agency agrees to adhere to the minimum standards required for membership at CAFB as outlined in the Section III, 
MEMBERSHIP REQUIREMENTS, in the Partner Agency Policies and Procedures Manual.  This Section includes 
additional information on each of the terms listed below, including allowable exceptions to the policies.  

2. The Agency must have been designated a 501(c)(3) non-profit organization by the IRS or be affiliated with a 501(c)(3) 
umbrella organization.  An Agency which is a church or a program directly sponsored by a church may use the non-
profit designation of the parent affiliation of that church or may affirm by written statement that it essentially meets the 
fourteen criteria employed by the IRS in defining a church. 

3. The Agency must meet safe food storage and handling requirements.   

4. The Agency may not exclude any individual from service based on the race, color, age, religion, national origin, 
disability, sex, sexual orientation or political affiliation of the individual.  The Agency may not require any individual to 
attend a religious or political meeting.  The Agency may not require a client to make a statement of faith or pledge 
membership to any religious or political organization before receiving assistance.  

5. Food received by the Agency from CAFB must be used for the care of “the ill, needy or infants”. Any other use may 
violate Internal Revenue Service regulations.  

6. The Agency may not require a client to make a donation or other payment in exchange for food. The Agency may not 
receive money, property or services for the transfer or use of contributed property.  To do so is in direct violation of the 
United States Internal Revenue Code Section 170 (e)(3).  Similarly, the Agency may not use CAFB food in fund raising 
activities.  Food obtained from the Food Bank may not be bartered, traded or exchanged for any other item(s) or 
service(s).  

7. The Agency must pass a periodic inspection conducted by CAFB, of food safety and handling practices.  

8. Following final approval, the Partner Agency will be billed a membership fee of $5.00 no matter when during the year 
the membership begins. In subsequent years, this fee is charged to each Agency account in January.  

9. The Agency must support the operation of the CAFB with a handling fee (called Shared Maintenance) to help defray 
administrative costs, warehouse expenses, freight, and miscellaneous overhead costs in making these items available.  
The fee is based on the gross weight of products received.  Shared Maintenance charges may not exceed the cap on such 
fees (currently 18¢ per pound) established by America’s Second Harvest, the Nations Food Bank Network, although 
CAFB may, at its discretion, reduce or eliminate this fee on certain specific products.  Additionally, the Food Bank may 
pass on “value-added processing” (VAP) costs related to packaging or processing certain highly desirable products.  
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10. The Agency must maintain good credit with CAFB by paying all outstanding charges within thirty (30) days of the 
invoice date, unless other written arrangements are made with CAFB. 

11. The Agency must provide required reports, specifically including those reports required from Agencies that receive 
USDA commodities. 

12. The Agency agrees to keep CAFB invoices on file for at least 3 years, 90 days, as required by IRS regulations. 

13. The Agency agrees to accept all surplus food and other items “as is.”  However, the Agency also warrants that all food 
received from or through the CAFB will be inspected and any items found to be unfit for consumption will be 
immediately discarded and will not be served or distributed. 

14. The Agency agrees to follow the guidelines imposed by Texas HHSC and HEB for the implementation of the USDA 
commodities and perishables food programs, respectively, or to risk becoming ineligible to receive products from those 
sources. These guidelines may include, but are not limited to, rules covering eligibility determination, Agency training, 
transportation and storage of product, and record keeping and reporting. 

The Capital Area Food Bank of Texas and the original donor expressly disclaim any warranties, express or implied, of the 
marketing or fitness of any donated product for a particular use.  

The Agency releases the original donor, America’s Second Harvest, the Nation’s Food Bank Network, and CAFB and agrees 
to hold them harmless and indemnify them against liability, loss, damage or claim, of any kind whatsoever, whether at law or 
in equity, arising out of or based upon the negligence or any act, whether independent or concurrent, of the Agency, its 
employees, agents, volunteers, or independent contractors, in connection with the storage, maintenance, transportation, use 
or distribution of any item of food or other product, whether received from the Capital Area Food Bank of Texas or other 
sources. The Agency shall pay any and all court costs and attorney fees of any sort whatsoever which may arise out of any 
claims against CAFB, arising because of any action, non-action, liability, loss, damage or claim of any kind whatsoever, 
whether in law or in equity, resulting from or based upon the conditions outlined in this agreement or because of any other 
claim involving the Agency. 

SIGNED for the AGENCY: SIGNED for the Capital Area Food Bank of Texas: 

_____________________________________________________  __________________________________________________________ 
 Signed  Signed 

_____________________________________________________   Judy L. Carter 
 Name (printed)   

_____________________________________________________   Executive Director 
 Title   

_____________________________________________________  __________________________________________________________ 
 Date  Date 
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  Agency Visit Worksheet 
 
Name of Agency  ______________________________________________________  Date: _______________________  

Address_____________________________________________________   Acct. # _____________________________  

Person Interviewed: ____________________________________  Title:_______________________________________  
 
Agency Operations        

 
Operating hours: __________________      

Last Health Department inspection:                       Date: ______________  Type:____________ NA 

Compliance with Health Department corrective measures:           yes  no   instructed 

Operating licenses:         NA 

Type: ______________________   Expiration date: ___________________ 

Type: ______________________   Expiration date: ___________________ 

Pest control:    Frequency:____________________  Company: ___________________ 

If pest control is provided by self-treatment, is the chemical log being kept?: yes  no  instructed 

On-site feeding programs:   Meals served: B   S   L   S    D     People per meal: _________________________  

Food pantries:                  Number of households served per month: ______________________________  

 Check if Agency may be added to Food Bank referral list. 

Agency Records/Training 

CAFB Invoices kept for 3 years, 90 days   yes  no  instructed 

Civil rights training log kept   yes  no  instructed 

Client records kept    yes  no  instructed 

For emergency pantries only: 

Records kept:  applicant name and signature address 

 income     government assistance   number in household 

Measures to ensure records’ confidentiality  yes  no  instructed 

Discrimination complaint/appeal procedures  yes  no  instructed 

Food handling/sanitation/civil rights training   

 Name: ______________________________ Expiration date:____________      NA 

Policy review 

“Your Civil Rights” and “...and Justice for All” posters  yes  no  instructed 

Copy of Food Bank policy posters    yes  no  instructed 

Distribution and use of Food Bank goods    yes  no  instructed 

Perishables program requirements    yes  no  instructed 

USDA food cannot be repackaged    yes  no  instructed 
 
______________________________________ __________________________________________  

Signature of Agency Representative   Signature of CAFB Representative 
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Food Safety Monitoring Checklist 
 

Agency: _____________________________________ Acct. #: ______________Date:_________________ 
 

Monitoring checklist 

 Improvement Needed 
Visual inspection of surroundings:       NOW  Within 45 days  Comments 
Outside free of debris/contaminants       ______________________________ 
No holes or gaps in outside structure       ______________________________ 
Screens in good repair       ______________________________ 

Common areas: 
Food secured against theft       ______________________________ 
No use of poison baits indoors       ______________________________ 
No evidence of insect/rodent infestation       ______________________________ 
Generally clean       ______________________________ 
No holes or gaps in floor, ceiling, doors       ______________________________ 
No holes or gaps around pipe conduits       ______________________________ 
Food stored off floor       ______________________________ 
Garbage cans kept covered/emptied       ______________________________ 
Thermometers in refrigerators/freezers       ______________________________ 
Proper refrigerator/freezer temperatures       ______________________________ 
Temperature logs kept       ______________________________ 
No contamination in refrigerator/freezer       ______________________________ 
Airtight containers/unopened packages       ______________________________ 
Other:__________________________       ______________________________ 

Food preparation/handling area: 
Separate hand washing sink       ______________________________ 
Posted hand washing sign       ______________________________ 
Probing thermometers available       ______________________________ 
Proper heating/serving temperatures       ______________________________ 
Proper equipment sanitation       ______________________________ 

Food storage area: 
No possible sources of contamination       ______________________________ 
Area cool and dry       ______________________________ 
No indication of overstocking       ______________________________ 
Repackaged goods labeled       ______________________________ 
No dented/swollen/stained/unlabeled containers       ______________________________ 
Shelf/contact paper on shelves       ______________________________ 

Next scheduled visit: 
 Revisit necessary: ____________  Reason for revisit: ____________________________________________ 
 Next routine visit:  yearly: ___________________ 

The Agency has been given a copy of this monitoring report and agrees to complete the corrective actions 
indicated within the time frame allotted. 
 

Signed for Agency: ___________________________  Signed for CAFB: ______________________________ 

The Agency may not exclude any individual from service based on the race, color, age, religion, national origin, disability, sex, sexual 
orientation or political affiliation of the individual.  The Agency may not require any individual to attend a religious or political meeting.  
The Agency may not require a client to make a statement of faith or pledge membership to any religious or political organization before 
receiving assistance.  
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Safe Storage 
A RESPONSIBILITY OF PARTNER AGENCIES OF THE  

CAPITAL AREA FOOD BANK 
 
We realize that all food pantries are different and come in all shapes and sizes.  Whether your pantry is 
located in a church with a couple of shelves of food designated to help those in need or a full blown 
pantry with a computerized intake system and a room full of food, there are certain requirements of 
Agencies. 
 
A CAFB representative will conduct an initial “on site monitoring” of all prospective Agencies for 
compliance with CAFB storage requirements. These include the following items: 
 

MINIMUM REQUIREMENTS: 

 Food and grocery products in the pantry must be stored a minimum of 6” from the floor. Food 
should not be stored on pallets.  This allows for adequate cleaning and inspection for infestation of 
insects or rodents. 

 Food and chemicals must be stored on separate shelves with chemicals below food items. 

 Refrigerators and freezers must be equipped with thermometers that accurately display the 
temperature.  

 At least once a week, but preferably daily, the Agency is required to record the temperatures of all 
refrigerators and freezers to assure that perishable products are adequately chilled. (If needed, a form 
will be provided.) 

 The door leading to the actual food storage area in the pantry must be lockable. 

 No outside light should be visible through cracks in the walls or ceilings in the pantry. 

 Adequate pest control must be in place.  If the Agency does its own pest control using commercial 
products such as RAID® or a boric acid mixture, a chemical log must be kept. 
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USDA Eligibility Determination Form 
 

The Capital Area Food Bank of Texas has contracted with the Texas Department of Human Services (TDHS)  to 
distribute USDA commodities under the Texas Commodities Assistance Program (TexCAP). To be eligible to 
receive commodities for use in your food program, please provide the information requested below and submit to 
the CAFB Director of Programs & Agency Relations. 

Agency name: ________________________________________________________________________  

Program (Agency must fill out one form for every participating food program): 

___________________________________________________________________________________ 

Agency account number: ________________________________________________________________ 

Contact person: _______________________________________________________________________ 
 
Type of food program (check all that apply): 
  Soup kitchen  Emergency shelter 
  Youth program  Senior program 
  Rehabilitation program  Emergency food pantry 
  Day care  Other on-site feeding program 
  Other:________________________________________________ 
 
Does your Agency currently participate in any other USDA commodities program? 

 YES     NO 
 
USDA commodities may be distributed to any family whose annual household income does not exceed 185% of 
federal poverty guidelines.  Please indicate how your Agency determines the need of an individual or family? 
Check all that apply. 
  proof or declaration of income  eligibility for government assistance 
  written or verbal declaration of need  mental or physical disability 
  victims of disaster, crisis or abuse  homelessness 
  substance abuse  placement by government entities 
  no means test used  other: _____________________________ 
 
Does your Agency keep records of its clients?   YES   NO 
 
USDA regulations require that emergency food pantries keep the following information on any client who 
receives USDA commodities: name and signature of applicant, household size, household income, address.  
All records identifying your clients by name must be kept confidential. 
 
Important: I certify that 100% of the persons receiving USDA commodities from this Agency meet the 
income eligibility requirements as stipulated by USDA Regulations. 
 

_________________________________________   _________________________ 
 signature date 

 
Please return this questionnaire to the Capital Area Food Bank,  

attn: Department of Programs & Agency Relations 
8201 South Congress, Austin, TX  78745
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  MONTHLY REPORTS 
 
Monthly reports are due on the 1st but no later than the 15th of the following month. All Agencies are required to submit this 
report on a monthly basis. On-site feeding (soup kitchens, residential programs, etc.) programs should report total number 
of meals served for the month, while emergency pantries should report number of households served (remember, an 
individual requiring assistance is considered a household). If your Agency has both types of programs, please report both. 
Separate reports are required for each program with individual Food Bank account numbers.  

 
NAME OF AGENCY _______________________________  
ACCOUNT NUMBER:_____________________ 
MONTH REPORTING FOR: _____________________________ 
NUMBER OF HOUSEHOLDS SERVED THIS MONTH:  __________ 
TOTAL NUMBER OF INDIVIDUALS SERVED THIS MONTH: __________ 
NUMBER OF MEALS SERVED THIS MONTH:   __________ 

  
MAIL TO: AGENCY RELATIONS, CAFB, 8201 S. Congress Ave., Austin 78745, FAX TO: (512) 282-6606 
EMAIL:  reports@austinfoodbank.org , or phone our hotline at 800-786-2616 or (512) 282-2111 Ext. 353 

 

     MONTHLY REPORTS 
 
 
Monthly reports are due on the 1st but no later than the 15th of the following month. All Agencies are required to submit this 
report on a monthly basis. On-site feeding (soup kitchens, residential programs, etc.) programs should report total number 
of meals served for the month, while emergency pantries should report number of households served (remember, an 
individual requiring assistance is considered a household). If your Agency has both types of programs, please report both. 
Separate reports are required for each program with individual Food Bank account numbers.  
 

NAME OF AGENCY _______________________________  
ACCOUNT NUMBER:_____________________ 
MONTH REPORTING FOR: _____________________________ 
NUMBER OF HOUSEHOLDS SERVED THIS MONTH:  __________ 
TOTAL NUMBER OF INDIVIDUALS SERVED THIS MONTH: __________ 
NUMBER OF MEALS SERVED THIS MONTH:   __________ 

  
MAIL TO: AGENCY RELATIONS, CAFB, 8201 S. Congress Ave., Austin 78745, FAX TO: (512) 282-6606 
EMAIL:  reports@austinfoodbank.org , or phone our hotline at 800-786-2616 or (512) 282-2111 Ext. 353 

 

  MONTHLY REPORTS 
 
Monthly reports are due on the 1st but no later than the 15th of the following month. All Agencies are required to submit this 
report on a monthly basis. On-site feeding (soup kitchens, residential programs, etc.) programs should report total number 
of meals served for the month, while emergency pantries should report number of households served (remember, an 
individual requiring assistance is considered a household). If your Agency has both types of programs, please report both. 
Separate reports are required for each program with individual Food Bank account numbers.  

 
NAME OF AGENCY _______________________________  
ACCOUNT NUMBER:_____________________ 
MONTH REPORTING FOR: _____________________________ 
NUMBER OF HOUSEHOLDS SERVED THIS MONTH:  __________ 
TOTAL NUMBER OF INDIVIDUALS SERVED THIS MONTH: __________ 
NUMBER OF MEALS SERVED THIS MONTH:   __________ 

  
MAIL TO: AGENCY RELATIONS, CAFB, 8201 S. Congress Ave., Austin 78745, FAX TO: (512) 282-6606 
EMAIL:  reports@austinfoodbank.org , or phone our hotline at 800-786-2616 or (512) 282-2111 Ext. 353 
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Non-Denomination Churches 
 

Although Churches are classified as 501(c)(3) organizations, the IRS does not require that they file for an official 
designation of 501(c)(3) status individually.  Your Church may be affiliated with a nationally recognized non-profit 
organization, namely your parent Church. An example of “Parent Church” may include, but are not limited to: Southern 
Baptist Convention, the Catholic Diocese, Pentecostal Church of America, or General Council of Assemblies of God, etc. 
Please include a copy of the letter from the IRS with your application if available. Please check the applicable boxes below: 

 
Has not applied to the IRS for 501 (c)(3) status and been denied     
Has not had its 501 (c)(3) status revoked by the IRS       

If your church does not belong to a larger, tax-exempt organization and cannot provide your own 501(c)(3) 
designation letter, you are not automatically excluded from membership with the Capital Area Food Bank.  In order for the 
Food Bank to be in compliance with these provisions, appropriate documentation of a participating organization’s 501(c)(3) 
status, a letter on Church letterhead signed by the pastor stating that your church will sponsor a food pantry or feeding 
program for the “ill, needy, infants”.  The letter should also state that your church is unincorporated, has not applied to the 
IRS for 501(c)(3) status and been denied, or has not had it’s 501(c)(3) status revoked by the IRS. You should also include this 
document with the applicable blocks below checked. 
 
The IRS uses the following 14 characteristics to determine whether an organization qualifies as a Church: 
 

1. A distinct legal existence         
2. A recognized creed and form of worship        
3. A definite and distinct ecclesiastical government        
4. A formal code of doctrine and discipline        
5. A membership not associated with any other Church or denomination      
6. A distinct religious history         
7. A complete organization ordained ministers ministering to their congregations   
8. Ordained ministers elected after completing prescribed courses of study    
9. A literature of it’s own          
10. Established places of worship        
11. Regular congregations          
12. Regular religious services          
13. Sunday schools for religious instruction of the young       
14. Schools for the preparations of its ministers.        

 
Very few groups will meet all 14 criteria but, as a matter of policy, the Food Bank distributes only to Church entities that 
satisfy at least 10 of the stated criteria. 
 
Please note: 
We can not accept Texas tax exemption certificate in lieu of the 501(c)(3). 
 
 
_____________________________________   _____________________ 

Signature        Date 
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Agency Information Update  
 

Thank you in advance for completing this form.  Our effort to improve service to our Agencies is difficult if we don’t 
have accurate information.  It is very important that this form be filled out completely to ensure accuracy in 
communication.  Your cooperation is greatly appreciated.  Please duplicate this form if you have multiple programs 
with different account numbers. 
 
 
 
Agency Name _________________________________________________________   Acct. number _______________  
 (full name, no acronyms please) 
 
Executive Director ________________________________________________________________________________  
 

Agency contact  ________________________________________________  Title ______________________________  
 (Person who orders food) 
 
Address___________________________________________City/State____________________Zip Code ___________  
 

Phone (_____)________________________________             Fax (_____) ____________________________________  
 

E-mail address (if available)__________________________________________________________________________  
 

  If you do not have a dedicated fax line and require a phone call before we begin to fax your shopping list, please indicate by 
checking the box.   

 Please check here if we can add your Agency to our emergency referral list.  

If checked, please provide hours of operation __________________________________________________________  
 
 
 

Billing Information 
 

Accounts payable contact name ______________________________________________________________________  

Billing Address_______________________________________City/State_____________________________ 

Zip Code ______________   Email Address: ____________________________________________________ 

Phone (_____)________________________________             Fax (_____) ____________________________________  
 
 

 
Please send all correspondence to: Capital Area Food Bank, 8201 S. Congress, Austin, TX 78745. 
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Guidelines for Perishable and Non-Perishable Food Items 
 

Last updated: 04/06 

Item Storage Temperature Storage Length *Discard 
Eggs 40° F or Below Eggs in shell – 3 weeks past expiration 

date 
Hard cooked – 1 week past expiration date 
Pasteurized or substitute – 10 days 
past expiration date 

Off odor, color or taste 

Milk 
* Borden 

40° F 
 
0° F 

Consume 4 days past expiration date 
*Borden milk is up to expiration date 
3 months past expiration date 

Off odor or taste 

Yogurt/Sour Cream 40° F (Do not Freeze) 14 days past expiration date Mold, off odor or taste 

Frozen Meat 0° F or below Up to 1 year past expiration date Off odor, color, open package 
or freezer burned 

Cheese 40° F 
 
0° F 

14 days past expiration date 
 
3 months past expiration date 

Discard if package is open 

Baked Goods Keep in cool and dry place Up to 10 days past expiration date Any visible mold, discard entire 
piece 

Non-Perishable 
Prepackaged Food 
(canned items) 

Store in well ventilated and climate 
controlled area 

Up to 5 years past expiration date Bulging or springiness on ends, 
leaking, severe dents, pitted 
rust or rust under the rim 

Baby Food Store in well ventilated and climate 
controlled area 

Discard after expiration date Popped safety seal, cracks, leaks 

Adult Formula Store in well ventilated and climate 
controlled area 

Discard after expiration date Popped safety seal, cracks, leaks 

Cans/bottles/aseptic 
containers 

Store in well ventilated and climate 
controlled area 

Up to 3 years past expiration date Bulging, springiness on end, 
leaking, damaged seals, severe 
dents or rust, popped safety 
seal 

Cereal/Crackers Store in well ventilated and climate 
controlled area 

Up to 1 year past expiration date Stale, insects 

Dried beans/pasta Store in well ventilated and climate 
controlled area 

Up to 3 years past expiration date Insects, mold or stale 

Freezer products 0° F or below Up to 1 year past expiration date Off odor or taste 

Prepared salads/foods 
& dips 

40° F Use by expiration date  Past date 

Refrigerated juices & 
teas 

40° F Up to 4 weeks past expiration date Mold, fermentation, off odor 
or taste 

Rice Store in well ventilated and climate 
controlled area 

Up to 3 years past expiration date Insects, mold or stale 

Mayonnaise Store in well ventilated and climate 
controlled area 

3 months past expiration date Jar is leaking, open or seal has 
been broken.  Food is 
discolored or has off odor 

Dressings Store in well ventilated and climate 
controlled area 

10 months past expiration date Jar is leaking, open or seal has 
been broken.  Food is 
discolored or has off odor 

Processed refrigerated 
foods (tofu) 

40° F Up to 30 days past expiration date,  Seal is broken in all 
compartments, 
Food is discolored or has off 
color. 

Produce 40º F Temperature may vary 
depending on type of produce 

Refer to discard Mold, decay, fungus, insects, 
discoloration, off odor or taste 

Prepackaged lettuce 40°F Up to 14 days past the expiration date, 
If past expiration date check, for off odor 
before consuming. 

Mold, decay, fungus, insects, 
discoloration, off odor or taste 

Candy Store in well ventilated and climate 
controlled area 

Refer to discard Candy is wrapped and does not 
have an outer sealed package, 
decay, insects, discoloration, 
off odor or taste 

Recommendations are only valid if the product has been stored and handled correctly  and the protective seal has not been 
broken. 
* Food Product past the expiration date, pull, or sell-by date will lose some flavor, yet will still contain nutritional value.  This 
does not include product listed above that is not recommended to be used after its expiration date, pull or sell-by date. 
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Decoding the Freshness Dates 
 

 Baked goods, cereal, snacks and some canned goods 
 
Phrases such as “Best Before,” “Better if Used Before,” or “Best If Used By” tell you how long the product will 

retain its best flavor or quality.  They are found on products like baked goods, cereals, snacks, and some canned foods.  The 
food is still safe to eat after this date, but it might have become stale or changed somewhat in taste or texture. 

 
 Yogurt, eggs and other foods that require refrigeration 

 
The “Expiration,” “Use by,” or “Use before” date, which appears on yogurt, eggs, and other foods that require 
refrigeration, goes a bit further.  A product past its expiration date should be used within the guidelines of storage stated in 
the Capital Area Food Bank of Texas Guidelines for Perishable and Non-Perishable Food Items.  When “Expires” or “Use 
By” appears on items like yeast or refrigerated dough, it indicates how long the product will retain its rising power. 

 
 Highly perishable food with a particular shelf life, like meat, milk, and bread 

 
The “Sell-by” date, often referred to as the “Pull” date by manufacturers, is usually found on highly perishable 

foods with a particularly short shelf life, like meat, milk, and bread.  It indicates the last day the product should appear on a 
supermarket shelf. When refrigerated at 40°F or below most foods will remain safe to eat for about five days after the “Sell-
by” date.  However, you should pay special attention to meats.  Fresh beef and pork keep no more than 3 to 5 days in the 
refrigerator, while fresh poultry, seafood, and ground or chopped meat should be used within a day or 2 of purchase.  Many 
highly perishable items may be frozen on or before the “sell by” date.  Please refer to Capital Area Food Bank of Texas 
Guidelines for Perishable and Non-Perishable Food Items for storage length guidelines of frozen product. 
 
Note:  Although stores should pull a product after the “Sell-by” date has passed, it remains legal to sell the food (as long as 
it’s still safe to eat).   
 

 “Pack” “Closed” or “Coded dates are not intended for consumers 
 
Other types of dates, known as “Pack,” “Closed,” or “Coded” dates, represent the date on which a food was packaged or 
processed for sale.  Take, for instance, “A70319R 23:16,” which you might find on a jar of Mott’s Applesauce.  The “A” is the 
code for the particular plant at which the applesauce was produced.  The “7” is for 1997; “0319” means that the applesauce 
was produced on March 19 of that year.  “R” signifies that it’s regular applesauce (as opposed to, say, cinnamon), and “23:16” 
shows the time of packing –11:16 p.m.  Pack dates are not intended for consumers but rather are used by manufacturers and 
retailers, in tandem with lot numbers, to track inventory, rotate food on shelves, and locate items in case of a recall. 

 
How do you decipher a date that appears without any words or alone?  Since dates are printed at the 
manufacturer’s discretion, their meanings may be different for each product line.  You can not decipher all 
the manufacturers’ codes. 
 
        

Frozen Food Handling Instructions: 
 

Thawing can be done in four ways: 
 

1. In a refrigerator at 40° F.  Place food in a pan to catch drips. 
2. Under COLD running water or immersed in cold water.  Food should be wrapped tightly in plastic.  DO NOT thaw at 

room temperature for longer than two hours.  Another option is to place in a pan of cold water in the refrigerator. 
3. In a microwave oven, but only in small quantities and if cooked immediately after thawing. 
4. As part of the cooking process.  Stir while cooking. 
 
COOK OR EAT AS SOON AS IT IS THAWED.  ALWAYS INSPECT FOOD BEFORE AND AFTER IT 
HAS BEEN THAWED.  IF IT SMELLS BAD OR IS DISCOLORED, DISCARD IMMEDIATELY.  IF IN 
DOUBT, THROW IT OUT. 
 
For further information or questions, contact the USDA’s Meat and Poultry Hotline: 
 Number: 1-800-535-4555 
 Website: www.usda.gov.fsis  
 
 
 



Capital Area Food Bank of Texas Partner Agency Manual  Rev. 4/06   

Labeling Requirements: 
 

The Federal Food, Drug, and Cosmetic Act and the Fair Packaging and Labeling Act require specific information to be on 
products prior to distribution.   
 
Food product labels must contain: 

 The common name of the product on the principal display panel. 
 The name and place of business of the manufacturer, packer, or distributor. 
 The net quantity of the contents on the principal display panel. 
 The common or usual name of each ingredient, listed in descending order of prominence. 
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Product Categories 
Rev. 04/06 

NON-FOOD ITEMS 

 
This is not an all-inclusive list.  Item numbers and weight included: 

 
BULK CLOTHES (Distributed by Weight) 

 
Clothes, Shoes, Accessories included in all 

 
• Women and girls clothes. 
• Men and boys clothes. 
• Belts, purses, belts etc. 
 

FURNITURE (Distributed by Weight) 
 

• Tents, couches, chairs, shelves, drawers, tables, beds, 
bicycles, solar outdoor showers, lawn furniture, dishwashers, 
washing machines, clothes dryers, stoves, water tan stands. 

 
BULK ITEMS (Distributed by Weight) 

 
• Large frames, products that come in a box: blenders, dishware, mops, organizing tools for 

office, small shelves that go on tables, brooms, roller skates, back packs, vacuum cleaners, 
large tools, electric tools, tool boxes, deep fryer, baby car seat, outside light sets, large 
aluminum pans, window hardware, pillows, laundry baskets, ironing boards. 

 
#02002  DRUG STORE & PERSONAL CARE (20 lb.) 

• Hair care products and accessories, soaps, toothbrushes, deodorant, razors, etc. 
 

#15225 OVER THE COUNTER DRUGS (20 lb.) 
• Non-prescription medications that are taken internally with expiration dates, vitamins with 

expiration dates. 
 

#02003 LAUNDRY (35 lb.) 
• Bleach, detergent, fabric softeners. 

 
#02005 TOY & SCHOOL SUPPLIES (10 lb.) 

• Children’s toys, notebook paper, spiral notebooks, pens, pencils, crayons, glue, etc. 
 

#02011 TRASH BAGS (20 lb.) 
• All kinds and sizes of trash bags. 

 
#91419 INSECTICIDES (15 lb.) 

• Household and lawn insecticides such as Raid, Black Flag, Tidy Cats, D-Con, Combat, etc. 
 

#20046 CLEANERS WITH BLEACH (20 lb.) 
• Any household cleaning item with bleach, such as bleach, toilet bowl cleaners with bleach, 

shower cleaners with bleach, etc. 
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#21314 CLEANERS WITH AMMONIA (30 lb.) 
• Any household item with the words “ammonia” or “ammonium hydroxide” or “chloride” 

in the ingredients, such as shower cleaning sprays, window cleaners, certain disinfectant 
sprays, etc. 

 
#20044 HOUSEHOLD ITEMS (10 lb.) 

• Sponges, general household items, dishware, dish soap, kitchen utensils, coffee filters, 
lighters etc. 

#00015 ROCK SALT (40 LB.), 

#06096 CHARCOAL (25 LB.) 

• Lighter fluid and charcoal. Does not include matches or lighters. 
 

#02001 PAPER AND PLASTIC (10 lb.) 
• Aluminum foil, paper and plastic ware, plates and cups, tissues, towels and napkins. 

 
#03008 BABY DIAPERS (10 lb.) 

• All kinds and sizes. 
 

#03006 ADULT DIAPERS (10 lb.) 
• All kinds and sizes. 

 
#02006  FEMININE HYGIENE (10 lb.) 

• Disposable pads and tampons. 
 

#01995  LIGHT BULBS (4 LB.) 

 

#02120  BATTERIES (4 LB.) 

 
# 12120 AUTOMOTIVE  (20lb.) 

• A variety of items to clean, polish and maintain a car. 
 

# 32512 LIQUID CLEANING ITEMS (20lb.) 
 

 
 

CANNED ITEMS 

 
#51001ASSORTED CANNED VEGETABLES (35 lb.) 

 
• GREEN AND WAXED BEANS Green beans, French-cut beans, waxed beans. 
• PEAS Sweet peas, green peas and black-eyed peas. 
• CORN Kernel, sweet and hominy. 
• MIXED VEGETABLES Yams, assorted vegetables, spinach, collard greens, carrots, 

potatoes and asparagus. 
 
 

#36000 ASSORTED CANNED PASTA & SOUP (35lb.) 
 

• PASTA Spaghetti, ravioli, various pasta shapes with tomato, cheese and meat sauces. 
• SOUP Chicken rice, Healthy Choice Soups, Hungry Man Chunky Style Soups, tomato, 

cheese, alphabet, minestrone, any broths or stew. 
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#31562 TOP RAMEN (10lb.) 

• Assorted Ramen Noodles. 
 

#31000 ASSORTED TOMATO PRODUCTS (35lb.) 
• Whole, chunky, paste, sauces with tomato as the first ingredient such as spaghetti sauces or 

diced tomatoes. 
 

# 01199 ASSORTED BEVERAGES (30lb.) 
• Drinks with less than 50% juice content. Coffee, tea, dry mixes, diet drinks, Gatorade, 

bottles of soda. Does not include:  canned sodas, evaporated or condensed milk and bottled 
water. 

 
# 31201 ASSORTED TAB-CANS MEAT/ MEALS (35lb.) 

• Canned Meals, Vienna sausages, Pull-Tab Cans, etc.  
        DOES NOT INCLUDE ADULT OR BABY FORMULA OR SLIM FAST 

 
#24000 ASSORTED CANNED BEANS  (35lb.) 

• Chili with beans, pinto, ranch style, refried, black, navy, pork & beans, black-eyed peas, 
garbanzo beans. 

 
#21002 ASSORTED CANNED MEAT & FISH (35lb.) 

• Salmon, tuna , sardines, chili  without beans, chicken, pork hams, meatloaf, Vienna 
sausages, corned beef, canned bacon. 

 
#45123 ASSORTED WATER (30 lb. ) 

• Any plain or flavored water in bottles less than one gallon. 
 

#01018 ASSORTED CANNED SODAS (26 lb.) 
• Diet and Regular Canned Sodas. 

 
#01002 ASSORTED SAUCES AND CONDIMENTS (35 lb.) 

• Barbecue sauce, hot dog & enchilada sauce, gravy, cheese whiz, cooking oil, olives, pickles, 
jelly, salad dressing, ketchup, salsa & hot sauce, mustard, mayonnaise, vinegar, syrup. 

 
#01003 ASSORTED STAPLES (25 lb.) 

• Flour, sugar , salt & spices, dried beans, baking soda and powder, muffin mix, macaroni & 
cheese, dry pasta, evaporated milk, breakfast items like pancake mixes. NO CEREAL. 

 
#58471 ASSORTED CEREAL (10 lb.) 

• Hot & Cold Cereals. 
 

#01004 ASSORTED JUICES (30 lb.) 
• Juice Content must be 50 % or more. Includes vegetable and fruit juice packaged in cans, 

bottles, boxes, etc. 
 

#22000  ASSORTED CANNED FRUIT (35 lb.) 
• Pineapple, pumpkin, pie filling, applesauce, fruit cocktail, cranberry, canned grapes, 

assorted fruits, peaches, fruit cups. 
 

#01022 ADULT FORMULA (12 lb.) 
• Ensure, Ensure plus, Sustacal, Boost, HEB Nutrition, Zone, other brands 

Please be sure to check dates.  Included brand names are Ensure, Nutrition (HEB), etc. 
 Does not include items such as Slim Fast, if the label states “ 99% fat free” it is not 
 Adult Formula. Check expiration dates. Must be two months from present day. 
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#21012 ASSORTED SNACKS & DESSERTS (20 lb.) 
• Cookies, cake mixes, crackers, pudding, popcorn, Jell-O, applesauce, nuts, candy, dried 

fruit, bean dip, icing. NO CHIPS. 
 

# 01010 ASSORTED CANDY (20 lb.) 
• Assorted Candies, sizes, and flavors. 

 
# 01006 BABY FOODS ( 20 lb.) 

• Cereal, jars of baby food and formula. 
 

 

FROZEN FOOD 

 
#01222ASSORTED FOODS (25 lb.) 

• Frozen dinners, packaged tamales, frozen vegetables, frozen cookie dough, ravioli, pie crust, 
frozen pies, cakes, pastries and ice cream. Anything that is not 100% meat. 

 
#05009 FROZEN MEAT (30 lb.) 

• All kinds of meat that are barbecued smoked or stuffed with cheese, shrimp or mushrooms. 
• Different kinds of meat including: bacon, sausage, beef strip, hams, breaded meat, fish, or 

chicken. 
 

#11010 FROZEN COMMERCIAL (Goes out by weight) 
• All Commercial and Bulk Frozen. On-Site Agencies Only. 
 

#12214  LUNCH MEAT(30 lb.) 
• All sliced meat, hot dogs, and cold cuts. 
 

#54661  CALZONES (15lb.) 
• An assortment in sizes of Calzones and/or Pizza Pockets. 

 
 

OTHER CATEGORIES 

 
KIDS CAFE (Shop for by Weight) 

• Cans of vegetables, fruit, and protein, commercial boxes or bags of rice, pasta, or any other 
liquid other than water that is a gallon or more. Toys and school supplies. 

 
#56191 USDA (30 lb.) 

• Assorted USDA Product – Cans and other USDA product mixed together. 
 

#99999 COMMERCIAL (Distributed by Weight) 
Distributed in Bread Room 

• #10 cans. 
• Bulk water -any water containers that are a gallon or more, and bulk items. 

 
#11009 DRY COMMERCIAL (Distributed by Weight) 

• All bagged product that weighs more that 7 lbs. – rice, pasta, boxes of cereal, containers of 
popcorn in bags or large cans. Any liquid other than water that is a gallon or more. 

 On-site Agencies Only.  
 
 


