
USDA Rules and Regulations per Agreement Addendum (2017-2018) 

STORAGE & USE OF DONATED FOODS 
 

1. USDA Commodities for Virginia are to be distributed to Virginia residents only. If your pantry 
borders another state and you want to serve applicants in that state, you must contact the Food 
Bank in that state to pick up USDA commodities for those applicants. USDA Commodities from 
another state must be stored separately from USDA Commodities for the state of Virginia. 

2. You must give applicants USDA commodities each month, if they ask for them. They may only 
receive USDA food one time per month. 

3.  Agencies cannot force recipients to attend or sit through church service in order to receive food, 
or cannot have a church service, prayer or worship during distribution. 

4. Agencies cannot ask for donations or charge a fee. Donation jars cannot be sitting out in the 
distribution area. 

5. If applicants who live outside your service territory come to your pantry, you should serve them 
and try to direct them to a pantry in their area. However, if they wish to continue using your food 
pantry, you must give them USDA food, with no ZIP code restrictions. Pantries can be found by 
using the locator map on www.faswva.org, or by calling the Food Bank. 

6. USDA product allocation limits are recalculated every 6 months and adjusted according to how 
many households and individuals were served, as well as the agency’s storage capacity and 
inventory on hand. Allocations are also determined by the amount of product the food bank 
receives from USDA. 

7. Agency must store USDA commodities separately from non-USDA product in a secured manner 
and marked for easy identification. 

8. USDA product is allotted for a monthly supply and is not to be held in storage for more than 3 
months. 

9. The agency should have a first-in-first out (FIFO) food distribution method in place. 
10. Temperatures must be taken and logged three times weekly on each refrigerator and freezer, 

whether or not USDA is stored in them. Refrigerators should be between 32-40 degrees 
Fahrenheit; Freezers, 0 degrees Fahrenheit or below. Shelf-stable storage temperatures must 
remain between 40 and 70 degrees Fahrenheit. 

11. Refrigerators or freezers that have been unplugged, due to no product being stored in them, must 
be plugged in and temperatures logged for at least a week before placing USDA product in them. 
FASWVA also suggests keeping logs of pest activity.  
 

RIGHT OF INSPECTION & AUDIT 
1. Representatives of the State Agency, USDA and other authorized personnel may, at any 

reasonable time and place, audit, review and inspect USDA donated foods, storage facilities, 
records, procedures and methods used in carrying out the requirements of the USDA donated 
food program. 

 
CIVIL RIGHTS COMPLIANCE  

1. Post the USDA “And Justice For All” poster where it is visible to applicants. 
2. Post the Written Notice of Beneficiary Rights where it is visible to applicants. 
3. Post the Civil Rights Complaint forms where they can be easily accessed in case of an applicant 

feeling they have been discriminated against. 
4. The nondiscrimination statement, as updated June 2015, must be included in any media 

mentioning or promoting a food pantry distributing USDA commodities. The preferred wording 
and update deadlines are attached to these Rules & Regulations. The shortest acceptable 
version of the statement is: 

This institution is an Equal Opportunity Provider 
5. All staff who will come in contact with applicants must receive Civil Rights training. 
6. A list of date(s) training occurred, signed by the trainees in attendance, must be submitted to the 

Food Bank by July 25, 2017.  
 

 
  

http://www.faswva.org/


RECORDS & REPORTS 
1. An Agreement Addendum and a copy of the USDA Rules & Regulations must be signed 

by the food pantry’s director each year. 
2. At least one representative of each USDA agency must attend an update training yearly. 
3. The representative is then responsible for training in Civil Rights procedures all agency 

staff who have direct contact with clients. A list of all Civil Rights training attendees and 
the date(s) training occurred must be submitted to the Food Bank by July 25, 2017. 

4. USDA agencies must submit to the Food Bank by the 5
th
 of each month, for the 

preceding month, a Monthly distribution report, USDA Commodity Physical Inventory and 
temperature logs, if the agency distributes perishable foods. 

5. A Self Declaration of Income form (SDI) must be completed for each applicant receiving 
USDA commodities. 

6. SDI forms must be filled in by trained agency staff or volunteers. Forms must be filled out 
in ink. Applicants must not fill out forms, only sign and date them. 

7. SDI forms can be used for up to 6 months between January through June or July through 
December. Begin using the new forms on July 1

st
 and January 1

st
. 

8. SDI forms that were completed between July and December should be turned in to the 
Food Bank by January 31. SDIs completed between January and June are due to the 
Food Bank by July 31. (Please indicate on a cover sheet the number of SDI forms being 
submitted.) 

9. Make sure you are using the current year SDI form and income guidelines. 
10. Agencies cannot require USDA applicants to show proof of residency, ID, give their 

Social Security number, driver’s license number or require income verification 
11. Agencies must try to get applicant’s physical address. Use Post Office Box only if a 911 

address is unavailable. Agency cannot require proof of residency. 
12. Homeless people do qualify for USDA food. If applicant is homeless, describe location 

they stay in and write homeless.  
13. Applicants who participate in SNAP, Temporary Assistance to Needy Families (TANF) or 

Supplemental Security Income (SSI) automatically qualify to receive USDA food. SSI is 
not the same as Social Security. 

14. Medicaid recipients automatically qualify only if there is only one individual in the 
household. Otherwise, each individual must be a recipient of an automatically qualifying 
category, or total income for the household must fall within USDA guidelines. 

15. Applicants can fill out the preauthorization section of the SDI form allowing an alternate to 
pick up food for them. The authorization can be used for the next 5 months. 

16. Proxy notes (good for 1 month) can be used for applicants who are unexpectedly unable 
to come to a distribution. The proxy must be attached to the applicant’s SDI form. 

17. A person who has Power of Attorney for an applicant may pick up food for the applicant. 
A copy of the PoA must be attached to the applicant’s SDI form. 

18.  Agency may request identification from people acting on applicant’s behalf. 
19. Each applicant designating an alternate must have a face-to-face interview with an 

agency staff person at least once every 6 months. 
20. If agency discontinues distributing USDA product or Feeding America Southwest Virginia 

membership, please contact the Food Bank to arrange to transfer the product to another 
USDA agency or return it to the Food Bank. Any product transfer should be documented 
in writing by both the delivering and receiving parties. 

 
By signing this form, I affirm I am an authorized representative of the partner agency and I have read and 
understand the above rules and regulations. I understand misuse of USDA commodities or failure to 
follow the USDA rules and regulations will be cause for corrective actions. 
 
______________________________________________________________  _____________________ 
Agency Name                                                                                                         Agency Number 
______________________________________________________________  _____________________ 
Authorized Representative’s Name & Title                                                                  Date   
                                                                                                                                                                                  Revised June 2017 


