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Dear Partner Agency,   
 
Welcome to Feeding South Florida™ (FSF)!  We are excited to partner with you toward our mission 
of ending hunger in South Florida by providing immediate access to nutritious food, leading hunger 
and poverty advocacy efforts and transforming lives through innovative programming and 
education. To develop and maintain a successful relationship with our Partner Agencies (PAs), we 
have created a Partner Agency Guidebook which contains just about everything you and your 
Agency needs to know about navigating your partnership with FSF.   
 
Since 1981, FSF has been working with local nonprofit organizations throughout Palm Beach, 
Broward, Miami-Dade, and Monroe Counties. Thanks to fruitful relationships with organizations such 
as yours, FSF serves our community to ensure that all food insecure individuals and families in 
South Florida are receiving the assistance they so desperately need.  
 
Our food donors and volunteers place a high level of trust in us to ensure the safe and fair 
distribution of food and grocery products. In turn, we depend on a trustworthy relationship with 
our PAs.  FSF places a high level of trust in our PAs to provide food to those in need in a dignified 
way, and in a way that is not discriminatory, or unsafe; ending hunger is not just about distributing 
food, but it’s also about ensuring people are receiving nutritious and healthy food as well.  
 
The information in this guidebook should clearly illustrate our policies and best practices of food 
distribution. We also hope it shows why communication and working together is so vital to the 
success of our mission. Please take the time to carefully read through this guidebook. If you have 
any questions, please do not hesitate to call any member of the Agency Relations team at your 
local branch; we are here for you!    
 
Our goal is to help empower you to reach as many individuals as possible. Eliminating hunger is not 
the responsibility of only one person or organization, it is a community effort. We are here because 
we believe that together we can make a difference. Together, we are changing lives one meal at a 
time; together, we are Feeding South Florida.  
 
Thank you for the work you are doing to help those in need and being part of the solution, 

                 

                                      
Paco Vélez     Sari M. Vatske 
President & CEO    Vice President of Community Relations 
Feeding South Florida   Feeding South Florida 
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To activate and maintain partnership with Feeding South Florida (FSF), agencies must meet the 
requirements and conditions outlined in this Partner Agency (PA) Guidebook. Failure to comply 
with all requirements and conditions may result in a change of privileges with FSF including 
suspension, and/or termination of partnership. 
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MISSION STATEMENT 
Feeding South Florida's mission is to end hunger in South Florida by providing immediate access to 
nutritious food, leading hunger and poverty advocacy efforts and transforming lives through 
innovative programming and education.   
 
 
VISION 
Feeding South Florida’s vision is a hunger-free South Florida in which families have transitioned 
from dependency to self-sufficiency and achieved overall household stability. 
 
STATEMENT OF VALUES 
In carrying out its mission, Feeding South Florida is committed to professionalism represented by 
the following values in which we believe: 
 

 
COMPASSION: 
We continually strive to serve those in need with compassion and impartiality. 

 
INTEGRITY: 
We convey trust and respect by always acting honestly and responsibly. 

 
STEWARDSHIP OF RESOURCES: 
We are accountable to those who support us through the efficient use of resources 
entrusted to us. We are mindful that our mission is accomplished through the generosity 
of others. 

 
DEDICATION: 
We provide excellent service through professionalism and perseverance, continually 
evolving to address the needs of those we serve. We are a voice to those who wouldn’t 
otherwise have one and advocate for those in need. 
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HISTORY OF FOOD BANKING 

In 1965, a man by the name of John van Hengel was volunteering at St. Vincent de Paul, collecting 
donations for the community dining room. Van Hengel learned that grocery stores disposed of food 
that had damaged packaging or was near expiration. Armed with this knowledge, van Hengel met 
with grocery store managers across the area, persuading them to donate edible but unsalable food 
to St. Vincent de Paul. Soon van Hengel was receiving more food than one dining room could use. 

From this experience, the concept of food banking was born. Based on the idea of a “bank,” 
individuals and companies who had the resources could make a “deposit” of food and funds 
through donations and agencies could make “withdrawals.” Van Hengel approached St. Mary’s 
Basilica with his idea of creating a central location where social service agencies could receive 
needed food for their clients at no cost. St. Mary’s was founded in 1967 and is considered the first 
food bank.  

Inspired by the concept, cities across the nation began opening their own food banks. While van 
Hengel may have created the concept of food banking, he was aided immeasurably by the business 
acumen of Alan Merrett.  Merrett, who had a food industry background as an executive with A. J. 
Bayless Markets, greatly expanded the Food Bank’s food resourcing network. He served as the 
Food Bank’s first Board President and as Executive Director in the 1990’s.  

In 1976 van Hengel established Feeding America (formerly known as Second Harvest), a national 
nonprofit whose mission is to feed America's hungry through a nationwide network of partner food 
banks and engage the country in the fight to end hunger. As the nation’s leading domestic hunger-
relief charity, network partners supply food to 37 million Americans each year, including nearly 14 
million children and nearly 3 million seniors. Serving the entire United States, more than 200 
partner food banks support more than 61,000 agencies that address hunger in all of its forms.  

Feeding America food banks offer donors the assurance that their products are handled safely and 
according to industry and government standards. Feeding America specialists guide food banks in 
compliance with federal, state and industry standards for inventory control and sanitation.  In 
addition, on a regular basis Feeding America conducts compliance evaluations.  This compliance 
function is augmented through periodic inspections by other entities appropriate to food 
warehouses.  
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WHAT IS A FOOD BANK? 
 
A food bank is a nonprofit, charitable organization that distributes mostly donated food to a wide 
variety of partner agencies that in turn feed individuals and households who are in need of food 
and other assistance.  The largest sources of food are for-profit growers, manufacturers, 
distributors and retailers who in the normal course of business have excess food that they cannot 
sell. This is where the food bank steps in.  
 
The purpose of food banks is to reduce waste, and rescue quality, unused product for distribution 
to those in need. This includes food salvage, food rescue, and gleaning. After sorting and inventory, 
a food bank distributes the food to nonprofit community organizations, including but not limited to 
food pantries, soup kitchens, homeless shelters, and schools, that are also partner agencies of the 
food bank.  
 

 

As illustrated by the graphic above, the distribution of food flows as follows: Feeding South Florida 
receives donations; they are then transported and inventoried; the food and PAs are inspected to 
ensure safe distribution, and then food is distributed to PAs in the quad-county service area of 
Feeding South Florida.  
 
Feeding South Florida serves more than 400 PAs in Palm Beach, Broward, Miami-Dade, and 
Monroe Counties.  
 
 
 
                                
 
 
 

 
 
 
 
 
 
 
 

 

http://en.wikipedia.org/wiki/Food_salvage
http://en.wikipedia.org/wiki/Food_rescue
http://en.wikipedia.org/wiki/Gleaning
http://en.wikipedia.org/wiki/Soup_kitchen
http://en.wikipedia.org/wiki/Homeless_shelter
http://en.wikipedia.org/wiki/School
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HISTORY OF FEEDING SOUTH FLORIDA 
 
1981: Daily Bread Food Bank is incorporated as a Florida non-profit organization. Warehouse space 
is donated by Miami-Dade County and food distribution begins.   
 
1985: Daily Bread Food Bank opens a part-time distribution program for Broward County, 
distributing over 500,000 pounds of food per month through 260 social service agencies.  
 
March 1987: Daily Bread Food Bank opens a 33,000 square foot warehouse and administrative 
office at 5850 NW 32nd Avenue in Miami.  
 
1989: Daily Bread Food Bank opens a 6,000 square foot distribution center at Port Everglades in 
Fort Lauderdale.  
 
1990: Daily Bread Food Bank opens its 20,000 square foot distribution center in West Palm Beach. 
 
1991: Daily Bread Food Bank begins the first prepared and perishable food rescue program in South 
Florida, called Extra Helpings.  
 
2000: Daily Bread Food Bank forms a partnership with Publix Super Markets, Inc., which sends 
unmarketable food and other grocery products from the stores in its South Florida Division to be 
processed at the Reclamation Center.  
 
2009: To align with our umbrella organization, Feeding America, who changed its name from 
America’s Second Harvest, Daily Bread Food Bank is now called Feeding South Florida.  After the 
tragic loss of the Broward warehouse due to a fire, the food bank needs a new headquarters. This 
unforeseen tragedy allows Feeding South Florida to open a new facility sooner than expected.  The 
new warehouse in Pembroke Park combines the Broward operations and the Reclamation Center 
and now acts as the headquarters for Feeding South Florida. 
 
April 2012: Feeding South Florida is led by a new President & CEO, Paco Velez. Paco came to FSF 
from the San Antonio Food Bank where he served for 12 years as Executive Vice President of 
Programs & Initiatives, distributing almost 50 million pounds of food to approximately 500 
agencies. When Paco arrived at FSF, the food bank was distributing 29 million pounds and was 
seven figures in the red.  
 
June 2015: Feeding South Florida ends its fiscal year with a total annual distribution of 38.7 million 
pounds of food and six figures in the black. This can be attributed to increased efficiencies by 
combining the Miami and Broward warehouses and streamlined processes.  
 
January 2017: To better meet the increased needs of Palm Beach County and the families we serve, 
Feeding South Florida moves its Palm Beach County location from West Palm Beach to Boynton 
Beach, at a branch location known as Feeding Palm Beach County. This 25,000+ sq.ft. facility 
represents the food bank’s strategic shift towards breaking and ending the cycle of hunger and 
poverty through the establishment of a commercial kitchen, workforce training, and a life skills 
center.  
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FEEDING SOUTH FLORIDA PROGRAMS 
 
Afterschool Snack/Meals: Through a partnership with the Department of Health (DOH), 
FSF provides snacks and meals (free of charge to the site and client) to children at 
qualifying sites.  
 
Backpack Program: To ensure kids have access to food over the weekends between 
Friday’s school lunch and Monday’s school breakfast, FSF provides packs of 6 meals for 
schools and child care centers which have more than 90% enrollment in free/reduced 
meals. All items are kid-friendly (they don’t require an adult to prepare) and shelf-stable.  
 
Benefits & Emergency Services: As part of its commitment to helping transition people 
from a place of dependency to self-sufficiency, FSF has a Benefits & Emergency Services 
Center that provides assistance with applications for SNAP, TANF, Medicaid, Florida 
KidCare, and referrals to partner agencies.  
 
Mobile Pantry: As a way to bring fresh and healthy food into areas known as food deserts, 
FSF provides partner agencies with truck-loads of produce to set up farmers’ market style 
distributions, ensuring clients have a choice and variety of healthy food options.  
 
Nutrition Education: FSF uses the OrganWise Guys nutrition education program which 
provides children with human anatomy dolls to teach them about the importance of eating 
healthy items to fuel the body and mind. With a “food of the month club”, enrichment 
activities, recipes, and lesson plans, kids learn about making smart choices that are in line 
with the USDA’s MyPlate healthy eating plan.  
 
School Pantry: With the generous support of Target, FSF supports Title I Elementary 
Schools with monthly distribution of fresh produce and shelf-stable items to ensure 
children have the proper nutrition needed to thrive in school.  
 
Senior Distribution Program: To ensure older adults do not have to choose between 
paying for healthcare and groceries, FSF provides boxes of meal ingredients that require 
minimal preparation to older adults throughout South Florida. Distributions are typically 
conducted with housing authorities and community partners.  
 
Store Donation Plus: FSF has partnerships with more than 450 retail stores from which we 
rescue food that would otherwise go to waste. Qualified partner agencies are able to act 
as a proxy for FSF, picking up food from these stores directly.  
 
Summer Food Service: Through a partnership with the United States Department of 
Agriculture (USDA), FSF serves meals and snacks to qualifying sites throughout the 
summer to ensure children have access to proper nutrition when school is not in session 
during the summer months. The program is free of charge to the site and clients.  
 
TEFAP Commodities: In partnership with the USDA, FSF distributes federal commodities 
to partner agencies in Palm Beach and Broward Counties.  
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APPLICATION PROCESS 
 

STEP 1:                                           
ATTEND AN 

INFORMATION 
SESSION 

During this one-hour session, you will learn about: 
FSF's requirements for becoming a Partner Agency (PA) 

FSF's expectations of PAs 

Overall services and programs provided by FSF 
*Attending the information session is required prior to applying. Interested 
agencies must register online and provide a copy of their 501c3 status prior to 
attending the information session.  

  

STEP 2:                         
SUBMIT   

COMPLETE 
APPLICATION 

PACKET 

The following needs to be gathered and submitted as one packet: 
Partner Agency Application (Online) 

Copy of 501(c )(3) from the IRS 

Organization budget 

Photos of shelving, refrigeration, freezer, storage areas 

Pest Control documentation (receipts or contract) 

Food Handler's Certificate 

Licensing for Group Homes, Daycares, Shelters, Residential Centers 

Organization narrative overview 
*To receive a site visit in a timely manner, prospective partners have one month 
to submit a completed application from the time they attend the information 
session.  

  

STEP 3:                              
PRE-APPROVAL              

SITE VISIT 

During this visit, we do the following: 
Inspection of facility including storage, cleanliness, outside areas, 
shelving, etc. 
Recommendations for storage and distribution 

  

STEP 4:                       
APPROVAL OF 

PARTNERSHIP & 
ONBOARDING 
ORIENTATION 

At this time, you will receive the following: 

Once approved, your agency will receive a welcome letter and invitation 
to the Onboarding Orientation, during which time you will receive your 
Agency ID, learn how to use our online ordering system, and receive 
instructions on marketplace procedures.  

  

STEP 5:                       
ONGOING 

REQUIREMENTS 

Throughout the duration of partnership, requirements include: 
Arranging for new staff and volunteers to complete agency training 

Attendance at mandatory annual Agency Relations training 
Accommodating a mandatory annual site visit and follow up visits if 
necessary 
Compliance with all required paperwork and documentation 

Ensuring account balance is current and in good-standing 
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PARTNERSHIP REQUIREMENTS 
  

1. Your organization has a federally recognized 501(c)(3) letter indicating your tax exemption 
status as a nonprofit organization. (Proof of exemption is required.) 
 

• A copy of the 501(c)(3) determination letter or a letter of affiliation or affirmation 
must be submitted to FSF before partnership is activated. Any changes in this 
designation must be reported to FSF immediately and may affect partnership with 
FSF.  
 

• An organization that that is a church, or a program directly sponsored by a church, 
may use the non-profit designation of the parent affiliation of that church. In such 
cases, the organization must submit a letter on the church’s letterhead affirming 
that the program is directly associated with that church and that the church is 
affiliated with the parent organization. In such cases where an Agency is being 
sponsored by an umbrella organization, the sponsoring Agency with the 501(c)(3) 
must sign the Agency application in the designated place, and sign off on the 
Partner Agency Guidebook. 
 

2. Technological capability of running your organization (e.g. computer and e-mail, ability to 
order online, fax machine, telephone, etc).  FSF is on a computer-based system and these 
elements are necessary for having a successful partnership with FSF.  
 

3. The organization provides food service to the ill, the needy, or infants/children.  
 

4. Certification stating completion of a reputable food safety program, as approved by FSF.  
 

5. Ability to sustain the food distribution program with funding and volunteers/staff. 
 

 
Please note the following: 
 

• Meeting the minimum requirements does not guarantee approval of partnership. Other 
factors may be taken into consideration when approving agencies for partnership. 
 

• Examples of other factors include, but are not limited to: hours and frequency of 
distribution; whether the organization location is in an underserved area; the number 
of FSF PAs already operating in the area, and whether or not FSF partnership would 
duplicate services already provided. 
 

• The completion of each step in the application process does not guarantee approval of 
partnership.  
 

• The applications process may take, on average, up to 12 weeks.  
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AGENCY CATEGORIES 
 
Prior to partnership approval, each organization must identify which Agency category best fits its 
food distribution plan.  Although this Agency status can be revisited and modified as needed, a 
determination must be made before the Agency is approved as a partner of FSF’s. Category 
requirements and benefits are as follows: 
 
FOOD PANTRY 

• A Food Pantry meets the following requirements: 
o Is open at least twice per month to offer food assistance to clients 
o Is open to the general public  
o Provides unprepared food and grocery products to clients 

• Benefits to a Food Pantry include: 
o Tier 1 Classification for USDA eligibility 
o Access to a minimum of regular, once per week shopping appointments 
o Access to online ordering 

 
SUPER PANTRY 

• A Super Pantry meets the following requirements: 
o Is open at least five times per week to offer food assistance to clients 
o Is open to the general public 
o Offers multiple services to clients including food-related programs and social 

services 
o Has the ability, and meets the requirements necessary, to participate in FSF  

programs 
• Benefits to a Super Pantry include: 

o Tier 1 Classification for USDA eligibility 
o Access to a minimum of regular twice-weekly shopping appointments  
o Access to online ordering including specialty items 
o Opportunity to sit on the Agency Relations Committee 

 
CLOSED SITE PANTRY 

• A Closed Site Food Pantry meets the following requirements: 
o Is open to serve only internal clients based on the population they serve 

(typically group homes and agencies who protect the anonymity of their 
clients) 

o “Closed Site” status has been approved by FSF prior to serving only their 
clients 

• Benefits to a Closed Site Food Pantry include: 
o Access to a minimum of regular, once per week shopping appointments 
o Access to online ordering  

  
SOUP KITCHEN 

• A Soup Kitchen meets the following requirements: 
o Serves prepared meals onsite  
o Meets all inspections and licenses to serve prepared meals onsite 

• Benefits to Soup Kitchens include: 
o Tier 1 Classification for USDA eligibility 
o Access to a minimum of regular once per week shopping appointments 
o Access to online ordering 
o Opportunity to participate in prepared food recovery programs 
o Opportunity to sit on the Agency Relations Committee 
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CONGREGATE FOOD SITES (includes Shelters, Daycares, and Residential Facilities) 
• A Congregate Food Site meets the following requirements: 

 Serves prepared meals onsite  
 Meets all inspections and licenses to serve prepared meals onsite 
 Has proof of licensure/certification for program type 

• Benefits to Congregate Food Sites include: 
o Access to a minimum of regular once per week shopping appointments 
o Access to online ordering and access to special products based on number of 

clients    
o Opportunity to participate in prepared food recovery programs 

 
PET PROGRAM PARTNER (includes Rescues, Shelters) 

• A Pet Program Partner meets the following requirements: 
 Cares for sheltered animals that have been surrendered, rescued, or are ill 
 Meets all inspections and food safety requirements 
 Has proof of licensure/certification for program type 

• Benefits to Pet Program Partner include: 
o Access to a minimum of regular once per week shopping appointments 
o Access to online ordering  
o No Shared Maintenance Fee on Pet Food or Pet Items 

 
 
FSF reserves the right to expedite the approval of an organization for partnership if deemed 
appropriate and necessary.  FSF reserves the right to refuse partnership to any organization that 
does not meet the requirements and conditions of FSF, does not correlate with its mission 
statement, or does not abide by FSF’s policies and procedures as listed in this guidebook. 
 
 
 
 
 
 
 
 
 
 
 

REMAINDER OF THIS PAGE IS INTENTIONALLY LEFT BLANK. 
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I. GENERAL POLICIES 
 
A. USE OF PRODUCT 
 
Food and grocery items acquired from FSF must be used in accordance with the policies and 
regulations of the IRS, local and state health departments, Feeding America, and FSF. 
 
A1. Purpose of Service: The Agency’s primary purpose of its feeding program is to serve needy 
populations, ill, needy, infants, or children.  Any other use of food and grocery products may violate 
IRS regulations. 
 
A2. Use of Donated Products: The Agency will not sell or use any donated products in exchange 
for money, property (real or personal) or other services, including but not limited to the use of 
donated products for the purpose of fundraising programs and events.  
 
A3. Distribution without Charge: The Agency will distribute all products free of charge (monetary, 
volunteer hours, services or otherwise). 
 
A4. Bartering, Selling and Fundraising: The Agency will not sell, trade, barter or give any products 
in exchange for donations or compensation of any kind, under any circumstances.  
 
A5. Discrimination: The Agency will not refuse to distribute any products to, or engage in 
discrimination against, any person because of race, color, citizenship, religion, sex, national origin, 
ancestry, age, marital status, disability, sexual orientation including gender identity, political beliefs, 
unfavorable discharge from the military or status as a protected veteran.  The Agency will not 
require religious activities in exchange for product.  
 
A6. Introductory Period: New PAs will be placed on a 90-day introductory period.  During this 
period, agencies cannot be recommended for FSF program participation and will be on a pay-as-
you-go (Pay-Go) basis.  After successful completion of the 90-day introductory period, agencies 
may qualify for credit account benefits and program participation.   
 
A8. Voluntary Termination of Partnership: Either the Agency or FSF may voluntarily terminate its 
partnership, for any reason, in writing by the highest authorized person of the program, at any time.  
If terminated by the Agency, the Agency will be responsible for immediately paying FSF any 
outstanding/owed Shared Maintenance fees or other fees for products received prior to its 
termination. 
 
A9. Involuntary Termination of Partnership:  If any of the terms or conditions of partnership are 
violated by the Agency, then FSF has the right to terminate the partnership. Alternatively, FSF may 
suspend the Agency’s active status and implement a plan of corrections that will require full 
compliance prior to removal of the Agency’s suspension.  The decision to terminate or suspend an 
Agency shall be governed exclusively by the decisions of FSF. 
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B. FISCAL MANAGEMENT & ACCOUNTABILITY 
 
B1. Shared Maintenance Fees (SMF): The Agency will pay any applicable Shared Maintenance Fees 
for the products received.  Feeding South Florida does not sell food.  The Shared Maintenance Fee 
program is authorized by Feeding America to help food banks (not agencies) offset warehousing 
and distribution costs. The Shared Maintenance Fee does not apply to USDA commodities or 
produce. To cover the cost of solicitation, transportation, warehousing, and distribution of millions 
of pounds of donated food each year, PAs provide a cost per pound based on usage of food bank 
services.  The shared maintenance fee is not a payment for food, nor are agencies able to charge 
this fee (or any other fees), to its clients. No person in need of assistance ever pays for food.  
 
Shared Maintenance Fees Schedule 
 

Dry, Canned, and Protein Max $0.19 per pound  
Bread/Bakery, USDA NONE 
Product for Animals/Pets NONE 
Produce  NONE 

 
B2. Purchased Product: If the Agency chooses to purchase non-donated products from Feeding 
South Florida, it may pay a Shared Maintenance Fee in addition to the actual cost of purchase.   
 
B3. Agency Account: A FSF account, with an assigned account number, will be assigned to newly 
approved agencies at the discretion of the Partner Services Department. 
 
B4. Method of Invoice Resolution: The Agency will pay all invoices via check or credit card 
belonging to the Agency, or by money order at the time the order is placed.  Agency account 
number and invoice number must be written on checks.  Agencies should allow a minimum of 5 
working days to enter payments into an Agency account. Personal checks, personal credit cards, 
and cash are not accepted.  
    
B5. Credit Account: Although agencies are encouraged to pay for every order at the time it is 
placed and/or picked up, agencies will have a pre-determined, maximum credit limit based on the 
number of people served, size of storage capacity, frequency of distribution, and organization 
budget. After 90 days, agencies can apply for a credit limit increase or decrease.  (FORM J) 
 
B6. Pay As You Go (Pay-Go): New partner agencies are on a pay-as-you-go basis for 90 days, until 
the introductory period is over. During this time, agencies are required to pay for their orders each 
time.  If payment is not made, items are not released.  
 
B7. Financial Hold: FSF reserves the right to place a PA on “Financial Hold” for unpaid balances 
over 30 days old.  Failure to resolve an account balance within 30 days may cause an interruption 
in services. Continued failure to pay an account may result in other financial arrangements such as a 
Pay-Go agreement, suspension, or termination of partnership with FSF.  
 
B8. Financial Records: The Agency must keep all financial records for a minimum of 3 years. 
Agency records will be used to assess any changes in account balances and / or other changes to 
the account.  
 
B9. Overdraft Fees: A fee of $30 will be charged to an Agency account on any returned (NSF) 
checks. If a check is returned, payment will then have to be made using another form of FSF-
approved payment (e.g. cashier’s check, money order, etc.) If an Agency has several returned 
checks, they may be asked to make payments for an indefinite amount of time using an alternative 
form of payment. 

Overdraft Fee    $30 
Restock Fee    $25 
SDPlus Store Fee   $20 
ID Replacement Fee     $10 
 

Other Fees Schedule 
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B10. Restocking Fees: A fee of $25 will be charged to an Agency account on any orders that are 
not picked up within 24 hours. Agencies must notify FSF if they are unable to make their scheduled 
appointment. Failure to notify FSF will result in an immediate restocking fee and forfeiture of the 
ordered product.  
 
II. PROGRAM REQUIREMENTS & POLICIES  
 
C. PROGRAM MANAGEMENT 
 
C1. Annual Training: At least two active representatives of the Agency (including the person with 
the highest authority) will attend FSF’s annual training in order to keep its partnership in good-
standing and eligible for annual renewal.  Multiple dates will be offered to ensure attendance is 
possible.   
            ● Agencies may be requested to attend additional trainings for any reason, including but  
               limited to the purposes of re-training, program enrollment, or as part of a plan of  
               corrections.  
 ● If there is a transition in staff, training must occur within two months of taking over the 
               program. Agencies are responsible for training all volunteers that will be distributing  
               and/or serving food through their programs.  
 ● These trainings should be documented in some way; records may be requested by FSF.  
 
C2. Area of Distribution: The Agency will only distribute products at the Agency address on file 
with FSF. After picking up products at FSF, all products must immediately be taken directly to the 
Agency address on file with no exceptions. The Agency will only distribute products within the 
quad-county service area of Feeding South Florida, i.e. Palm Beach, Broward, Miami-Dade and 
Monroe. Agencies cannot send product out of the country.  
 
C3. Multiple Locations: The Agency will only distribute products at the Agency address on file with 
FSF. However, if the Agency wants to receive and store products at multiple locations, it may do so 
under the following conditions ONLY:   

• All locations are visited and pre-approved by FSF prior to receiving and distributing 
products; and  

• All locations individually meet the requirements of this Guidebook 
 

C4. Sub-distribution: Under no circumstances should items acquired from FSF be shared by one 
Agency to another, regardless of whether or not both agencies are FSF partners. If an organization 
is not a current partner of FSF’s, the PA should refer the non-partner organization to FSF so that 
the organization can apply for FSF partnership. Agencies that knowingly supply FSF items to any 
organizations are subject to suspension or termination of partnership privileges with FSF. The 
Agency is not allowed to sub-distribute donated products to any organization, agency, partner, or 
entity other than a qualifying client (individuals and/or households in need).   
 
C5. Community Affiliations: The Agency is encouraged to form affiliations with other agencies in 
the community that could improve its efficiency for assisting those in need. The Agency is 
encouraged to participate in the Agency Relations Network and the Agency Relations Committee 
for improving inter-Agency relations. However, under no circumstances will an agency use another 
food bank’s vehicle to pick up food from FSF or any of its stores in the SDPlus program.  
 
C6. Donor Stipulations: The Agency will adhere to any donor stipulations placed on donated 
products.  The determination of whether a product is subject to a donor stipulation shall be 
governed exclusively by the decisions of Feeding South Florida. 
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C7. Availability of Information: Agencies must post their hours of operation, and pantry rules 
where clients may readily view these documents. Posted flyers should also be provided to FSF for 
the Agency file.  
 
C8. Hours of Operation: Although FSF does not determine the hours of operation of its PAs, FSF 
expects that the Agency will be open a minimum of twice per month to meet client needs. It is 
FSF’s goal to have at least one PA open on each day of the week in its zip code to ensure client 
service. As such, PAs may be asked to adjust hours of operation/service days depending on the 
service for the entire zip code.  
 
C9. Distribution Time: Although FSF does not determine the hours of operation of its PAs, FSF 
does not encourage distribution times to begin after 7:00PM, nor does it allow the distribution of 
food to occur at the same time or location of religious activities. We require that food distribution 
takes place at least thirty (30) minutes prior to services or thirty (30) minutes after services. 
However, our recommendation is that distribution is done before services. Participation in religious 
activity cannot be a requirement for clients to receive food, nor can it appear to be required. 
 
C10. Service of Clients: All clients must be served fairly and equitably and at the times posted. If 
the determination is to serve clients “twice a month” then all clients must be served twice a month.  
Clients should be informed of frequency of distribution and in the event there is a cancellation of 
distribution for any reason. Clients should not be served continually, for an extended period of time, 
unless their emergency situation still warrants they continue to receive service. Agencies should 
post a Client Bill of Rights (FORM E) and Pantry Bill of Rights (FORM F) in a clearly visible area so 
clients are aware of their rights.  
 
C11. Program Availability: Agencies must maintain availability between service days via telephone 
and email on all service days. Clients and FSF must be able to contact an Agency and receive a 
response in a reasonable amount of time.  The Agency must have a voicemail system or a 
messaging system that is operating and checked frequently.  The message must provide 
information indicating when and how clients may access the Agency. All calls must be responded 
to in a timely fashion. 
 
C12. Referrals: All agencies are required to serve every client referred to them by FSF (with the 
understanding that FSF will not refer clients to closed programs as determined by FSF). Thereafter, 
if an Agency is unable to regularly serve the client, clients may be referred to agencies outside of 
their service area based on a lack of resources available in their area. 
 
C13. Availability of Records: The Agency will make all its books and records (as they relate to the 
food distribution program) available to FSF for inspection and/or copying at any time, with or 
without notice.  
 
C14. Change of Agency Information: The Agency will inform FSF of any changes made to the 
Agency information on file. The Agency shall notify Agency Relations at FSF of any changes by 
phone (to Agency Relations Coordinator) within one week (5 business days) and in writing within 
one week (7 calendar days) from the date of change.  FSF will maintain all written information in 
your Agency file. (FORM D) 
 
C15. Authorized Agent: The Agency may have up to four authorized agents pick up or receive 
products from FSF. The Agency shall provide FSF with a list of its authorized agents, including their 
phone number and vehicle tag.   
 
C16. Active/Inactive Agency Designation: The Agency will obtain products from FSF at least once 
every three months to remain an Active Agency.  Failure to obtain products at least once every 
three months will automatically put an agency into “inactive” status, which means, the Agency will 



  
Feeding South Florida Partner Agency Guidebook │ Page 17  

 

not be allowed to obtain products from FSF.  The Agency will be required to complete the Agency 
application process again prior to being reinstated as an active Agency.  
 
C17. Reference to Food Bank: Agencies may not refer to their food program as a “Food Bank”. A 
Food Bank operates in a different capacity than a food program.  
 
C18A. FSF Logo Usage: Agencies may use publicity to promote their programs affiliated with FSF 
but must complete and submit a logo usage agreement prior to the use of the FSF logo on any 
collateral, web sites, press releases, newsletters, etc. (FORM G) 
 
C18B. Promotion of Food Distribution: Agencies promoting their food distribution program must 
name Feeding South Florida as a partner. This includes participating in the SDPlus program, mobile 
pantry, produce drops, food fairs, backpack program, TEFAP, and general distribution. Failure to 
mention Feeding South Florida as a partner may result in corrective action.  
 
C19. Release of Liability and “As Is” Condition: The Agency releases and holds harmless the 
original donor, Feeding South Florida, and the Feeding America National Office from any liabilities 
resulting from the donated goods, are held harmless from any claims or obligations regarding the 
Agency or the donated goods, and offer no express warranties in relation to the gift of goods. The 
Agency agrees to accept all products received from FSF in “as is” condition, with the 
understanding that FSF takes reasonable steps to ensure food is distributed in safe and usable 
condition. FSF does not accept returns or issue refunds.  
 
D. MONITORING & INSPECTION 
 
D1. Site Visits: The Agency will allow representatives of FSF, donors and government agencies to 
inspect and audit all facilities and vehicles where products received from FSF are received, stored 
and distributed at any time, with or without notice. Although annual site visits usually occur during 
the Agency’s distribution, FSF may make more frequent site visits as deemed necessary by FSF. 
The Agency understands that notification of a site visit is a courtesy provided by FSF and is not 
mandatory.  
 
D2. Storage and Handling of Products: The Agency will store, handle and distribute all products in 
a facility that has been inspected and pre-approved by FSF prior to any distribution. The Agency 
understands that the transportation of food is included in the site visit and approval process. The 
Agency will comply with all temperature, pest control, storage, and other federal, state, county, 
municipal and FSF requirements for the purposes of food safety. 
 
D3. Storage at off-site location: The Agency’s food may not be stored at a location that is remote 
from its distribution site. If space at a distribution site is limited, the Agency should only order the 
amount of food it is able to store. 
 
D4. Plan of Corrections:  After a site visit, any policy violations (findings) will be sent to the 
Agency, within two business days of the site visit. Agencies will then have two weeks to submit 
written documentation, known as a Plan of Corrections, to FSF for all findings observed during any 
site visit.  Failure to submit a Plan of Corrections may result in suspension or termination of 
partnership privileges. (See H3 for more information.) 
 
D5. Pictures: The Agency shall permit FSF to take pictures of any volunteers, staff, vehicles, and 
items relating to its food distribution program, either on FSF and/or agency premises.  
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E. FOOD SAFETY 
 
E1. Training: The Agency agrees that, at all times, at least one active staff partner of the Agency 
will be trained in food safety from a food safety training course approved by FSF.  Examples of 
approved training programs include ServSafe Certification, National Restaurant Association 
Certification, and Food Handlers Card.  At least one trained staff partner must be present during 
food distribution.  
 
E2. Inspections and Certifications: The food storage area must pass routine inspections by FSF or 
government entities (i.e. Department of Health) as applicable.  Failure to pass an inspection may 
result in suspension of partnership privileges with FSF until all issues are remedied to the 
satisfaction of FSF. Agencies preparing and serving meals must meet all state and local health 
department regulations and hold all applicable licenses. The Agency must keep a copy of the most 
recent health report on file and provided to FSF on request.  All corrective measures specified 
during such inspections should be completed within the timeframe given. The Agency must 
immediately notify FSF of any changes in its status.  
 
E3. Location: A food pantry or soup kitchen may not be in a private residence or home (this 
includes garages). The only exceptions to this requirement are group homes or shelters, in which 
people who are receiving services reside.  Proper certification and all required health inspections 
and reports must be made available to FSF.  
 
E4. Pest Control: The area where product is stored should be free of rodents and insects. Pest 
control must be done by a licensed professional, on a regular basis and proof must be maintained 
at the Agency for a minimum of 3 years. Proof of pest control treatment may be requested by FSF.  
Glue traps and poison bates are not appropriate for treating rodent and pest issues. 
 
E5. Storage: Appropriate storage solutions include pallets, crates, shelves, and tables.  All food 
products should be stored with the following guidelines: 
 ∙ A minimum of six inches off the floor and two inches away from the wall; 
 ∙ There should be no contact paper or any type of drawer liner that can attract mold and  
               dirt; 
 ∙ The storage site must be locked and secure so only individuals who are trained in FSF 
    procedures have access to product; and 
 ∙ Food items obtained from another source must maintain the same health standards as  
               product obtained from FSF.  
 
E6. Refrigerator/Freezer Product:  If the location is storing refrigerated and frozen product, there 
should be clean refrigerators and freezers to appropriately store product. Each refrigerator and/or 
freezer should have a thermometer to gauge temperature on a regular basis. Temperature logs 
must be filled out daily to ensure that equipment is working properly.  
 
E7. Perishable Food:  This is 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 any Agency wishes to receive perishable foods from FSF, the Agency must 
have an adequate number of appropriately insulated containers to transport refrigerated or frozen 
products from FSF to their distribution site, and proper storage at the distribution site.  
 
E8. Temperature: The following temperatures and procedures must be maintained (FORM C): 
 Dry (Canned): Ambient/Room Temperature not to exceed 80°F 
 Special Dry (Grains):  Between 50°F to 70°F 
 Refrigerated/Cooler: Below 35° to 41°F 
 Freezer/Frozen: Below -10°F to 0°F 
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 Prepared foods: 165°F or higher for cooking and 145°F for holding.  
 - A probe thermometer should be used to accurately monitor the temperature of the food. 
 - All frozen foods must be thawed in the refrigerator and cannot be refrozen once thawed  
               unless cooked first. Thawed perishables must be cooked or eaten immediately after  
               thawing.  
 - Leftover food that has been held at 145° can be refrigerated for later use if it is placed in 
   smaller containers, dated, labeled, and promptly refrigerated or frozen. When reheating  
              these items, the temperature must reach 165° throughout. Once a leftover is reheated and  
              served, any “leftovers of the leftovers” must be discarded.  
 - The food should be placed in a pan to catch drips while thawing.  
 - Insulated containers must be utilized to transport and store refrigerated and frozen  
              product. 
  
E9. First In, First Out (FIFO): Food items should be rotated, distributed, and disposed of properly 
based on dates received and discard dates. Baby food and formula should never be utilized after 
the expiration date on the container. 
 
E10. Repackaged or Opened Food:  Must be stored in rodent and insect proof containers and 
labeled with the name of the item, ingredients, manufacturer, net weight, and the date the package 
was opened. If items are being repackaged, they should be done so in adherence to all food safety 
requirements including the use of hair nets, gloves, and clean tables. USDA Commodities should not 
be repackaged under any circumstances.  
 
E11. Cleaning Products: All cleaning products must be stored separately from any food items.  If 
items must be stored in the same room, cleaning products must be stored below food products. 
 
E12. Cleanliness: The exterior of the building where the food is stored must also be well kept tidy. 
The yard must be kept to not attract rodents and/or pests. All trash cans must be covered and 
removed from proximity to the food storage area. 
 
E13. Sinks: The Agency must designate a sink to be used for hand washing by all staff and 
volunteers who handle prepared food. This sink cannot be used for food preparation, and must be 
clearly labeled with a sign instructing staff and volunteers to wash their hands. 
 
F. REPORTING & RECORD KEEPING 
 
F1. Monthly Reports: The Agency is responsible for turning in a Monthly Agency Report (MAR) 
which must be turned in by the 2nd of every month for the previous month. The MAR includes 
necessary information for reporting and funding purposes.  Failure to submit the MAR in a timely 
manner may result in the suspension of partnership privileges. FSF protects the confidentiality of 
client information always.  (Agencies should not wait until the day of their scheduled pick-up to 
turn in a late report because they will not be permitted to pick up any products until the report is 
entered in the FSF database. (FORM A) 
 
F2. Site Visit Documentation: The Agency is responsible for having the following documentation 
available upon request by FSF, and at the time of its annual visit by FSF: 
 - Temperature Logs of all storage areas including dry storage, refrigerators, and freezers 
 - Proof of regular pest control treatments 
 - A copy of MARs for the previous twelve months 
 - A copy of invoices for the previous twelve months 
 - A copy of Guidebook certification 
 - A posted Client Bill of Rights, Agency Bill of Rights, and food distribution program hours  
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F3. Retention of Documents: Agencies must keep all documentation for at least three years. After 
three years, documents may be discarded in a manner that protects the confidentiality of clients. 
 
G. GRIEVANCE POLICIES & PROCEDURES 
 
FSF recognizes the difference between a program complaint and a civil rights one. Civil rights 
complaints should be filed directly with the USDA. Program complaints are filed directly with FSF. 
FSF respects the confidentiality of all its PAs, clients, and PA clients. To provide an environment in 
which all feel safe registering a grievance, all sensitive information will be kept confidential. 
 
G1. Grievances against Partner Agencies: The Agency is required to provide a FSF Agency 
Grievance Form to any client who requests it (FORM H). This form can be turned in to FSF by the 
client. The procedure for investigating the grievance against the Agency is as follows: 
 - FSF must respond to, and investigate the client grievance. 
 - The Partner Services Department will notify the Agency, by telephone or visit, of the  
               specific complaint that was received, if deemed appropriate and only for minor issues  
               reported. 
 - Multiple complaints may result in an unannounced site visit by FSF to ensure that the  
              Agency is operating as it should be. 
 - The conclusions of the investigation and any recommendations will be documented in the  
              Agency’s file. The Agency will be notified in writing of the conclusions and any actions to  
              be taken. 
  
G2. Retaliation: FSF has a zero-tolerance policy against retaliation of any kind. A client will not be 
discriminated against, harassed, or suffer any reprisals because of filing a grievance. PAs will be 
offered the same privilege of voicing their opinion without retaliation by FSF.  An Agency will not 
harass or defame any FSF employee who has conducted a site visit and recommended a plan of 
corrections.  If there is an indication that anyone (agency, client, or FSF staff) has engaged in 
activities that may be construed as retaliation, FSF will investigate the claim and take appropriate 
action.   
 
H. SUSPENSION, TERMINATION, & APPEAL PROCEDURES 
 
H1. Suspension: An Agency may be placed on suspension by FSF until a specific problem or issue is 
corrected. While under suspension, the Agency will lose its partnership privileges with FSF, 
including the right to order and receive food and other products. An Agency under suspension may 
be terminated by FSF if the Agency fails to correct the problem within the timeframe provided by 
FSF. 
 
H2. Termination: An Agency may have its partnership privileges terminated if a specific problem or 
issue is not corrected within the timeframe provided by FSF.  Although FSF makes every attempt 
to provide the Agency with the opportunity to correct a problem, depending upon the severity of 
the problem, the Agency may be terminated immediately by FSF. 
 
H3. Corrective Actions: FSF makes every attempt to correct a finding in a fair and equitable 
manner.  FSF strives to provide PAs with written notification any time a corrective action is needed 
or taken (Plan of Corrections, see D4).  FSF’s preference is to work with the PA to correct the 
problem.  A typical escalating schedule of corrective action may include the following steps:  
 A) Plan of Corrections: Opportunity to correct findings within two weeks; 
 B) Two weeks: If no corrections are made after the initial 2-week period, and a response  
                 Plan of Corrections is not put into place, then an agency will be suspended for two 
                 weeks. If they are a USDA agency, their USDA will be suspended for two weeks; 
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 C) Four weeks: If an agency is non-responsive after a two-week period of suspension, their  
                 suspension will be extended for an additional 2 weeks, i.e. 4 weeks in total. If the Agency  
                 is a USDA agency, their USDA privileges will be revoked; 
 D) Termination: After the four-week suspension period, if no changes are  
                  made, the agency’s partnership with FSF will be terminated. If it is a USDA agency, only  
                  their USDA will be terminated and the final step will be removal of their partnership with  
                  FSF.  
 
Notwithstanding the above, FSF will evaluate each problem on a case by case basis and reserves 
the right to implement corrective action as deemed appropriate.  Thus, depending upon the 
severity of the problem, FSF may forego the use of an escalating schedule of corrective actions.  
 
H3. Reasons for Suspension and/or Termination: Suspension and/or termination of an Agency is 
evaluated on a case by case basis by FSF.  Several examples of findings which may result in 
suspension and/or termination with or without the use of an escalating scale of corrective actions 
may include, but are not limited to: 
 - Failure to comply with Health Department regulations and with the food storage and food 
   safety requirements of FSF, or failure to correct food storage problems (within two  
              weeks) found during a FSF site visit.  
 - An indication or report that the Agency sells, transfers, or barters for money or services  
              any items obtained from FSF, or that the Agency charges or is reimbursed for product.  
 - An indication or report that the Agency requires individuals to attend a religious service or 
    political meeting in order to receive food assistance. 
 - An indication or report that the Agency denies services or discriminates on the basis of  
               race, appearance, age, religion, national origin, gender, sexual orientation, disability, or  
               political affiliation. 
 - An indication or report that the Agency fails to prove or misrepresents the needs of the  
              individuals it serves. 
 - Loss of non-profit status: This will result in immediate termination of partnership. 
 
H4. Appeal Procedure: If a PA is suspended or terminated, it may appeal FSF’s decision. To file an 
appeal, a suspended or terminated PA must take with the following steps:   
 A) Within ten days of FSF’s letter indicating that the Agency has been suspended or  
                  terminated, the highest authority of the Agency must submit, in writing, a request for an  
                  appeal meeting with the Vice President of Community Relations and the Ad Hoc           
                  Committee. This correspondence must also explain the basis for the Agency’s appeal of  
                  FSF’s decision.  If a letter is not received by FSF during this time period, an appeal  
                  meeting will not be held.  
 B) FSF will respond to timely requests by providing the Agency with two available dates for  
                 the appeal meeting.  The Agency must reply within three business days of FSF’s  
                 correspondence and identify which date it plans to attend the appeal meeting. 
 C) The person with highest authority of the Agency must be present at the appeal meeting. 
 D) The decision of the ad hoc committee regarding the appeal is final. A letter stating the  
                 decision by the committee will be sent to the appealing Agency within ten business days  
                 after the appeal meeting. 
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III. OBTAINING FOOD & GROCERY PRODUCTS  
 
I. APPOINTMENT PROCEDURES 

 
I1. Appointments:  To ensure equitable access to product, FSF requires its PAs to schedule 
appointment times for accessing product at each distribution location. Only agencies with a 
confirmed appointment time may pick-up between marketplace hours, Monday- Friday. An Agency 
will not be allowed to pick-up without an appointment, even if stopping by for other FSF business. 
Appointments are given based on distribution times. Priority is given to agencies who distribute 
daily, weekly, and bi-weekly.  
 
I2. Time Limit: Your scheduled appointment has a maximum of 30 minutes (depending on what 
you’re ordering) for all your Agency needs. This includes: 

∙ Check-In: Please be on time. If you are late, you may lose your appointment and will have     
   to reschedule for the next available appointment, or be asked to wait until all punctual  
   agencies have been serviced.  

 ∙ Steps: Present your Agency ID card at the window, even if FSF staff knows you. Then, if  
               you’ve checked perishable items from the online menu, you will be able to shop the     
               marketplace and return to window for processing and order pick-up.   
 ∙ Check-Out: To check-out, the Agency must have an assigned door and all the  
               pulled items must have been delivered to your assigned door. All marketplace items must  
               be weighed. Once you’ve finished weighing your products, you may not add any items  
               after we have processed your order.   

∙ Invoices are to be paid by Agency credit card, Agency check or money order, made  
   payable to Feeding South Florida.  No FSF employee may complete the information  
   required on the Company Check or Money Order.  No cash or personal checks are   
   accepted. You will receive a copy of your invoice, which needs to be signed.  
∙ Proceed to your assigned door for loading. Prior to loading, FSF staff will confirm that the  
   order is correct. However, FSF staff is not available to help you load your vehicle so plan  
   accordingly.  
∙ If your order is not correct please move cart with products to the Marketplace, so that a  
   FSF staff member can make the necessary corrections, at which time another door will be  
   assigned. 

 ∙ If you discover an item that is “bad”, (e.g. spoiled, infested, etc.) please report it to FSF 
               immediately so that FSF can discontinue further distribution of the product.  FSF is not  
               responsible for the product or order once the Agency has left the warehouse and does  
               not issue refunds or accept returns. 
 
In the event you discover contamination, you have 30 minutes within reasonable travel time from 
the warehouse to your agency to report the concern. You must email the Distribution Manager with 
pictures of the contamination within 30 minutes of reasonable travel time from the warehouse to 
your agency location.  
 
I3. Missed Appointments & Order Pick-up: If you are unable to keep your appointment, you must 
notify an order clerk so that an open slot can be filled by another Agency. Failure to notify FSF of a 
missed appointment will result in the loss of a regularly-scheduled time slot. Failure to pick up your 
order within 24 hours of your missed appointment will result in a loss of the order and a $25 
restocking fee.  
 
I4. Check-Out: Once an Agency’s time is completed, items will need weighing.  Items with no 
maintenance fee will be weighed separately.  
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I5. Item Limits: Some items have quantity limits so that FSF can ensure that all Agencies have 
equal access to available products.  Agencies may also be limited by the number of people served 
and the frequency of distribution. Agencies should not order more than they are capable of storing, 
distributing, and transporting. 
 
J. WAREHOUSE POLICIES 
 
J1. Not Allowed in the Warehouse: The following are not allowed in the warehouse: 
 - No eating, drinking, smoking (this is a DOH regulation) 
 - No person under the age of 12 (regardless of whether they are supervised) 
 - No bags/backpacks/ (FSF is not responsible for lost, stolen, or damaged property) 
 - No cell phone use (it can be a distraction and thus a potential safety hazard) 
 
J2. Closed toe shoes must be worn at all times. Individuals who are not wearing the appropriate 
shoes will not be allowed in the warehouse, and appointment times will be rescheduled.  
 
J3. Scheduling: Only the Order Clerk at the “Window” can make Agency appointments, scheduled 
between 8:15AM-12:15PM. If the warehouse is closed, you will be notified at least 3 days in advance 
and will be given the opportunity to reschedule your appointment for that week only.   
 
J4. ID Cards: You must have your Agency card to pick up product. If you have lost or misplaced 
your card, you must submit a request in writing for a new card and allow 3-5 business days to 
process. There will be a $10 charge for each card that needs replacement.  
 
J5. Number of people per Agency: Only two people from each Agency are allowed in the 
warehouse “marketplace” at a time. All other staff/volunteers must wait outside the warehouse, 
safely away from the loading docks until it is your Agency’s turn at the loading dock.  At this time, 
other Agency personnel may assist in the process. FSF staff is not available to assist in the loading 
process. 
 
J6. Order Verification: When your items arrive on the loading dock, check to ensure your order is 
correct and complete, before loading your vehicle. Once you leave the premises with product for 
which Agency personnel have signed, it is assumed that your order was correct and FSF is no 
longer responsible. 
 
J7. Transportation of Items: If items are frozen (especially USDA products) the Agency needs a 
“Capacity Pack” if no refrigerated non-food bank vehicle is available to the agency. If it’s raining, 
items must be covered to protect items from rain damage. Agencies must ensure it picks up in the 
proper vehicle size for the amount of product ordered. Multiple trips to the warehouse to pick up 
product is not allowed.  
 
J8. Storage of Items: Items (including USDA) ordered must be picked up as soon as possible; FSF 
is not a storage facility. Our goal is to get food in and out as quickly as possible. Items not picked 
up within 24 hours are subject to a $25 restocking fee.  An Agency that repeatedly has issues with 
picking up orders may have their partnership privileges suspended.  
 
J9. Availability of Product: Not every item in the warehouse is available. Some items have been 
ordered by other Agencies, or are set aside for specific program use.  Warehouse personnel cannot 
retrieve items from the warehouse that are not already in the marketplace. 
 
J10. Parking: When picking up an order, only park in front of your assigned dock door. If your dock 
door is occupied, park in a parking space and come inside to notify FSF personnel. Parking is 
available in designated spots only. Parking outside of designated spots is a safety hazard and may 
leave your vehicle subject to towing.  



  
Feeding South Florida Partner Agency Guidebook │ Page 24  

 

J11. Warehouse Area: Agencies are only allowed in the marketplace area and are not allowed to 
roam the warehouse for safety reasons. We have staff who will bring the product to you. While 
waiting, we ask that you remain seated in the designated waiting area and not at the Window.  
 
K. PRIMARIUS WEB WINDOW (ONLINE ORDERING) 
 
Primarius Web Window (PWW) is an online ordering environment in which agencies place orders, 
thereby reducing transportation costs and time spent in the warehouse.  
 
K1. PWW Training: After partnership approval, your Agency must attend onboarding orientation, 
during which time agencies will be trained on PWW and receive their user information.    
 
K2. User Information: After partnership approval and PWW training, your Agency will receive a 
Username and Password from the Order Clerk responsible for the County in which your agency is 
located. This will allow you to access the online ordering environment.  
 
K3. Quantities Received: FSF reserves the right to alter your online order based on the number of 
people served by your program, and the frequency of your distribution. FSF has the responsibility 
of ensuring equitable distribution of product and may therefore adjust the order quantity with or 
without notice.  
 
K4. Ordering Product: Except for when technical issues may occur, FSF staff is not able to accept 
orders in any method other than through the PWW system. Asking a FSF staff member for “special 
orders” may be cause for suspension or termination of partnership privileges.  
 
IV. USDA COMMODITIES 
 
The United States Department of Agriculture (USDA) has certain requirements for agencies 
receiving The Emergency Food Assistance Program (TEFAP) commodities. Not all agencies are 
eligible to receive TEFAP product.  
 
L1. Scope: USDA information shall not supersede, replace, delete, change, alter or modify the terms 
of the PA Guidebook.  All terms and conditions contained in the PA Guidebook are intended to 
remain in full effect and to operate in accordance with the following, additional terms set forth 
below.     
 
L2. Agency Eligibility: These commodities are available to agencies providing food assistance 
exclusively to low-income and unemployed households and needy homeless persons to relieve 
situations of emergency and distress on a regular basis.  Distribution of commodities to Sub-
Distributors (Agencies) will be based on an established two-tier system defined by the Department 
of Agriculture: 
 First Priority: Will be given to emergency feeding organizations that relieve situations of 
 emergency and distress such as soup kitchens and food pantries. 
 Second Priority: After the need of the first priority agencies have been met, any remaining 
 commodities may be distributed to other eligible recipient agencies which serve the needy  
            but do not relieve situations of emergency and distress (in the following order) such as  
            charitable institutions; temporary shelters (1-2 nights); transitional living centers; substance  
            abuse rehabilitation centers; and child nutrition programs.  
 
Feeding South Florida considers other criteria for receiving USDA commodities such as: A) The 
amount of food available; B) The Agency’s ability to comply with program requirements; C) 
Adequacy of storage space; and D) The concentration of other Agencies in the nearby geographic 
area. 
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L3. Allocations: The Agency understands that its USDA allocation is based on a set formula based 
on county need.  Feeding South Florida ensures the proper and equitable distribution of 
commodities. The quantity of food an Agency receives is based on reported numbers by the 
Agency.  The Agency understands that TEFAP commodities are a supplement to additional food 
products, and not the sole source.  The Agency understands that USDA is meant to comprise no 
more than thirty percent of the total food necessary to run the food distribution program. 
 
L4. Distribution: The Agency is responsible for not requisitioning, receiving or accepting any 
TEFAP commodities in quantities exceeding its ability to properly handle, store, transport, and 
distribute in its contracted service area. 
 
L5. Determining Client Eligibility: The Agency agrees to serve any client in need. The Agency will 
ensure client eligibility using current income eligibility charts issued by the USDA, effective July 1st 
to June 30th of each year. (Standard USDA form provided by FSF) 
 
L6. Site Visits: The Agency will allow representatives of the USDA to inspect and audit all facilities 
and vehicles where TEFAP commodities are received, stored and distributed at any time, with or 
without notice.   
 
L7. Losses and Damages: The Agency will report loss/damage of commodities to Feeding South 
Florida, as Feeding South Florida is responsible for filing all loss claims with the USDA regardless of 
whether the loss occurred at its facility or at the Agency’s facility. If the Agency:   
 A) Improperly distributes or uses any TEFAP commodities; 
 B) Causes the loss of or damage to TEFAP commodities through its failure to provide  
                 proper storage, care, and handling, including poor or lack of pest control; and/or 
 C) Experiences a loss of TEFAP commodities due to excessive inventory, as determined by  
                 Feeding South Florida. FSF will pursue a claim (payable by the Agency) for the value of  
                 the lost TEFAP commodities.  
 
L8. Illegal Use of USDA Commodities, Funds, and Assets: The Agency understands that whoever 
embezzles, willfully misapplies, steals, or obtains by fraud TEFAP foods, funds, assets or property 
derived from donated foods, is subject to Federal criminal prosecution.  The Agency understands 
that whoever receives, conceals, or retains TEFAP foods, funds, assets, or property for his/her own 
use or gain, knowing such items have been embezzled, willfully misapplied, stolen or obtained by 
fraud is subject to Federal criminal prosecution, which may result in a fine and/or imprisonment. 
 
L9. “Justice for All” Poster: The Agency will display this poster, at all times, in its distribution area, 
in a visible location for all clients to see. The Agency will make available, upon request, a complaint 
form for any clients wishing to file a Civil Rights complaint about the Agency. Feeding South 
Florida will supply the standard form. (FORM H) 
 
L10. Non-Discrimination Statement: The Agency will put the following statement on all paperwork, 
signage, websites, and public program material:  
 “In accordance with federal law and U.S. Department of Agriculture policy, this institution is 
 prohibited from discriminating on the basis of race, color, national origin, sex, age, or  
            disability. To file a complaint of discrimination, write USDA Director, Office of Adjudication,  
            1400 Independence Avenue, S.W., Washington, D.C. 20250-9410 or call 866.632.9992 or  
            202.401.0216 (voice). Individuals who are hearing impaired or have speech disabilities may  
            contact the USDA through the Federal Relay Service at 800.877.8339 or 800.845.6136  
            (Spanish). USDA is an equal opportunity provider and employer.” 
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V. CIVIL RIGHTS  
 
M1. Discrimination: The Agency will not refuse to distribute any products to, or engage in 
discrimination against, any person because of race, color, citizenship, religion, sex, national origin, 
ancestry, age, marital status, disability, sexual orientation including gender identity, unfavorable 
discharge from the military or status as a protected veteran.  The Agency will not require religious 
activities in exchange for product.  
   
M2. Third Party Pick-Up: The Agency will advise clients of the option of authorizing a third party to 
pick up TEFAP commodities in their place.  The Agency will maintain written authorizations for 
third party pick up of TEFAP food for approved recipients; records should be available upon 
request.  
 
M3. Limited English Proficiency (LEP): The Agency has a responsibility to take reasonable steps to 
ensure meaningful access to their programs and activities by persons with LEP. All income 
eligibility forms must be provided in English, Spanish, and Creole.  If there is a large portion of 
clients who speak a certain language, all reasonable efforts must be taken to provide service in that 
language.  
 
M4. Public Notification of Program: Unless the Agency is a Closed Program (as approved by FSF), 
the Agency must make the public aware of their food distribution program, ensuring access to 
those in need. Requirements are as follows: 
 ∙ Sign outside pantry listing regular hours of operation 

∙ Sign outside soup kitchen listing regular serving hours  
∙ Flyers/notices in public assistance offices (i.e., SNAP, WIC, Health clinics, etc.) 
∙ Press Releases, website postings, newspaper ads, or signs for household distributions  

 
VI. DISASTER RELIEF 
  
FSF will respond to disaster relief efforts through its three locations as needed, and as capable, 
through various means, with primary distribution through organizations providing relief.  
  
M1. Priority Items During Times of Disaster Relief: We will accept donations of non-perishable food 
items (preferably canned goods, water, and cleaning supplies. Donations should be packaged in 
such a way as to facilitate handling (boxes preferred over plastic bags). Donations of storage space 
(warehouse space), transportation assistance (truck and drivers), and volunteer help is needed to 
help sort and repack donated items, load and unload trucks, and general help in the warehouses. 
  
M2. Items Directed to Other Organizations: Donations of clothing, medical supplies, and other non-
grocery items should be directed to agencies such as the Salvation Army or Red Cross, etc. For 
more information on how to donate non-food items, call: Switchboard of Miami at 211 or 
305.358.1640 (Miami-Dade County); First Call for Help at 211 or 954.537.0211 (Broward County); 
Palm Beach Treasure Coast at 211 or 561.383.1112 (Palm Beach County).  
 
M3. Approval of Partner Agencies for Disaster Relief: In the event of a disaster situation or of a 
specified event, FSF reserves the right to partner with organizations that may not traditionally meet 
the requirements of FSF.   
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OVERVIEW OF REQUIRED FORMS 
 

FORM DOCUMENT NAME DESCRIPTION USAGE 
Form A Monthly Agency Report  

(MANDATORY) 
A report that provides essential statistics 
and information to FSF for reporting and 
funding purposes. Must be completed 
monthly and submitted by the 2nd of the 
following month. For example, January's 
information should be submitted by 
February 2nd.  

Submitted 
Monthly 

Form B Client Intake Form 
(RECOMMENDED) 

A useful tool to help capture statistical 
information on each client for monthly 
reporting purposes.  

Each time a new 
client enrolls 

Form C Temperature Logs  
(MANDATORY) 

Document used to track efficiency of 
refrigerators and freezers at the distribution 
site. Tracking this information will help 
address any issues that may arise.  

Submitted 
Monthly to FSF 
but should be 
completed daily 

Form D Agency Information 
Change Form 
(AS NEEDED) 

Document used to track any changes made 
to the Agency, whether the changes be to 
location, contact information, 
volunteers/staff.  

Any time there is 
a change in 
Agency 
information 

Form E Client Bill of Rights 
(MANDATORY) 

Document to post in Agency to give clients 
an indication of their rights at the pantry.  

Post in visible 
sight at location 

Form F Agency Bill of Rights 
(MANDATORY) 

Document to post in Agency to give clients 
an indication of the rights of the pantry.  

Post in visible 
sight at location 

Form G Logo Usage Agreement 
(AS NEEDED) 

An agreement that must be signed to use 
the FSF logo for any purpose, including 
promotion of Food Distribution Program.  

Signed at 
beginning of 
partnership 

Form 
H1 

USDA Complaint Form  
(MANDATORY IF 
REQUESTED BY CLIENT) 

Form given to a client for the purposes of 
formally registering a civil rights complaint 
with the USDA 

Any time a client 
has a civil rights 
complaint 

Form 
H2 

FSF Grievance Form  
(MANDATORY IF 
REQUESTED BY CLIENT) 

Form given to a client for the purposes of 
formally registering a program grievance 
with FSF 

Any time a client 
has a program 
grievance 

Form I Client Signatures &  
Meal Counts  
(MANDATORY) 

Forms required to submit the number of 
clients served and meals provided   

Used at every 
distribution and 
Submitted 
weekly 

Form J Credit Limit Adjustment 
Request Form 
(AS NEEDED) 

Form requesting a change to a PA’s credit 
account limit, whether it’s an increase or 
decrease.   

As needed by a 
PA 

Form K Partner Funding/Grant 
Request Form 
(AS NEEDED) 

Application requesting support from FSF for 
program underwriting, capacity building, or 
hardship.   

As needed by a 
PA 
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FEEDING SOUTH FLORIDA GUIDEBOOK CERTIFICATION 
 

By signing this document, you certify that you have read, understand, and agree to the policies and 
procedures of FSF contained in the Guidebook. You and your staff/volunteers are all equally 
accountable for the information in this Guidebook; if they have not attended orientation or training, 
it is your responsibility to train them on FSF policies and procedures. Some of this information, but 
not all, has been highlighted during the FSF Information Session, and Onboarding Orientation that 
you must attend prior to becoming a PA.  
 
Any violations of the policies and procedures of FSF may result in the following corrective actions: 
 
• Discussion 
• Unannounced site visit 
• Suspension or interruption of services 
• Termination of partnership with FSF 
 
Corrective action is at the discretion of FSF.  
 
Thank you for partnering with Feeding South Florida. This document will become a part of your file 
and must be e-mailed or submitted online as soon as possible to: 
agencyrelations@feedingsouthflorida.org.  
 
I certify that I have read and understand the policies and procedures of Feeding South Florida. I 
agree to follow the guidelines of FSF so that I may maintain my partnership with FSF and continue 
to serve the community.  
 
 
_______________________________________________________________     ____________ 
Signature of Highest Authority in the Organization                          Date 
 
_______________________________________________________________     ____________ 
Printed Name & Title                                                             Date 
 
_______________________________________________________________     ____________ 
Name of Agency                  Agency Number 
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