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Desk Guide for FDPIR Tribal Administrators

ANTHC Food Distribution Program on Indian Reservations
3900 Ambassador Drive, Suite 401
Anchorage, AK  99508
FDPIR Program Manager: Gregory Nothstine

Direct: (907) 729 -2975 

Fax: (907) 729 -8719 

E-mail: glnothstine@anthc.org
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This program is an equal opportunity provider.
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Introduction
Welcome and congratulations for accepting the task of administering the Food Distribution Program on Indian Reservations (FDPIR) for the federally recognized tribe in your Alaska Native community. This program is federally funded and provides supplemental food assistance to qualifying individuals and families in need. The USDA defines who qualifies for the FDPIR program as: “Low-income American Indian and non-Indian households that reside on a reservation, and households living in approved areas near a reservation or in Oklahoma that contain at least one person who is a member of a Federally-recognized tribe.”
FDPIR is an alternative to the State of Alaska Supplemental Nutrition Food Assistance Program (SNAP, a.k.a. food stamps). Please note that clients or applicants are prohibited from participating in both SNAP and FDPIR at the same time or during the same month.
The purpose of this ANTHC FDPIR Desk Guide is to help simplify your tasks and meeting the regulation requirements for implementing the FDPIR program. This guide will explain the operational procedures found in the US Department of Agriculture (USDA) Food Nutrition Services’ (FNS) Handbook 501 (FNS 501 Handbook), the priorities and objectives of which are to:
1. Protect applicant confidentiality

2. Protect applicant Civil Rights

3. Ensure all applicants understand their fair hearing rights & responsibilities

4. FDPIR Program Outreach - Informing the public about the program
5. Following the Application Process (From Date of Receipt to Certification)
6. Glossary of FDPIR Forms
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The USDA/FNS and Indian Tribal Organizations (ITO) must meet specific regulations to ensure that the Food Distribution Program on Indian Reservations (FDPIR) primary goal of: “The effective and efficient delivery of quality service to program participants” is met. When a concern/question comes up, please consult your FNS Handbook 501. If your question is not answered, you are welcome to contact the ANTHC FDPIR Office. The role of the ANTHC FDPIR program staff is to provide technical assistance as necessary and in support of Alaska’s federally recognized tribes to successfully administer their tribal agency’s  FDPIR program.  
Every FDPIR administrator is highly encouraged to get familiar with all FDPIR resources available on the USDA website at:  http://www.fns.usda.gov/fdd/programs/fdpir/.  
Also, please visit and become familiar with the ANTHC FDPIR (non-public) webpage where all FDPIR applicant and inventory forms can be located and downloaded: http://www.anthctoday.org/community/fdpir_forms.html. 
Confidentiality
It is the FDPIR program administrator’s duty to ensure that every applicant’s privacy is respected. It is highly important that all contact information and financial documents submitted to your tribal agency be handled respectfully and classified as confidential (Please refer to the FNS Handbook, Section 8, Paragraph 122). 
Civil Rights
There are specific federal regulations that are required when working with potential clients who enter your tribal agency.  The USDA requires that posters, “And Justice For All” be prominently displayed and visible to clients and potential clients so that they understand their basic civil rights while engaging in the FDPIR program.  

This program is an equal employment provider; “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, religion, political beliefs, or disability.”  Please ensure that the recipient is informed of his/her rights under the Program (see Figure 1.1 in Appendix 1).
Notice of Right to Request Fair Hearing
If a household feels or believes that they were not treated fairly when applying for FDPIR benefits, it is their right to request a fair hearing.  They are entitled to continue to receive the same level of benefits until a hearing decision is made. During the time a person requests an application, they must be informed in writing of the following:
· The method by which a hearing may be requested.
· That the household’s case may be presented by a household member or  representative, such as a legal counsel, a relative, a friend, or other spokesperson; and;
· If available, the contact infor​ma​tion for an individual or organization that provides free legal representation (Refer to FNS 501, Section 3, Paragraph 3101).
FDPIR Program Outreach

The outreach activity is intended to ensure that the potential Food Distribution Program (FDP) recipients are informed of the availability of the Food Distribution Program.  Therefore; it is important that the best outlets for outreach materials be reviewed.     Please see Appendix 2 for examples. (Please refer to FNS Handbook 501, Chapter 1, Section 3). 
Some common examples of outreach efforts include the following:
· Tribal Government/Tribal Agency Newsletters

· Local Radio/TV/Local cable stations

· Local public places (Washeteria, tribal office, clinic, post office, grocery store, etc).
· Public Service Agencies (Housing Assistance, BIA, Social Services, General Assistance, Public Assistance, Temporary Assistance to Needy Families (TANF), etc). 
· Community Events (health fairs, traditional dance festivals, runs/walks, etc). 
Federally Recognized FDPIR Tribal Agencies

The following list is tribal agencies currently participate and administer the FDPIR:  
1. Agdaagux Tribal Council (King Cove)   
2. Alakanuk Tribal Council (Alakanuk)
3. Buckland, Native Village of (Buckland)
4. Craig Tribal Association (Craig)
5. Chilkoot Indian Association (Haines)
6. Elim, Native Village of (Elim) 

7. Hydaburg Cooperative Association (Hydaburg)
8. Kalskag, Native Village of (Kalskag)

9. Kiana, Native Village of (Kiana)
10. Klawock Cooperative Association (Klawock)
11. Kotzebue, Native Village of (Kotzebue)
12. Kwethluk, Organized Village of (Kwethluk)
13. Metlakatla Indian Community (Metlakatla)
14. Old Harbor Traditional Council (Old Harbor
15. Qagan Tayagungin Tribe (Sand Point)
16. Seldovia Village Tribe (Seldovia)
17. St. Michael, Native Village of (St. Michael)
18. Yakutat Tlingit Tribe (Yakutat)
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Pyramid of Administrative Service

The illustration below highlights FDPIR program’s role in customer service:

ANTHC FDPIR Office Staff:     

Gregory Nothstine, Program Manager

          
(907) 729- 2975

Edward W. Bean, Program Associate
          

(907) 729- 2959 

Letisha Payne, Program Associate

           
(907) 729- 4434

FDPIR Application Flow Chart
1) FDPIR Tribal Administrator Intake Process:




2) ANTHC Review Process:


3) FDPIR Tribal Administrator Initial Client Follow Up:


















































































4) FDPIR Tribal Administrator Near Client’s Certification Period End:


5) FDPIR Tribal Administrator Intake Process:




































































6) ANTHC Review Process:


FDPIR Application Processing Standards
To promote tribal ownership of the food distribution program, tribal agencies are encouraged to use their own tribal logo on all FDPIR forms and include any pertinent agency contact information so participants can contact their tribal agency. The applicant may request and submit an FDPIR application from their tribal agency by telephone, mail, fax or in person.
Processing Timeline of Applications:
Expedited Cases: One (1) Business Day

Non-expedited Cases: Seven (7) Business Days
Expedited Service
Upon receipt of any FDPIR application, FDPIR administrators are required to determine if Expedited Service is required (FNS Handbook, Section 3, Paragraph 3340). If Expedited Service is necessary, the application needs to be faxed to ANTHC Certification Specialist the same day the application was received. The fax cover sheet needs to indicate “Expedited Service Requested” to ensure priority processing. 
The Application Process
Upon receipt of an application from a client, the tribal agency needs to ensure that the application is filled out completely and includes the following information:
· Applicant’s Name

· Applicant’s Address

· Applicant’s Social security number 
· Applicant’s Date of birth 

· The date the FDPIR application was received 
· Signatures from both the participant and tribal administrator
· The date the application was signed
Participant Interview & Evaluation
An interview must be conducted with the applicant to verify the following:
· Confirm residential status

· Determine whether applicant is “Categorically Eligible”

· Compare household resources against program resources

· Calculate the gross non-exempt income (Use Excel templates)

· Calculate the net earned income (Use Excel templates)
(Please refer to FNS 501 Handbook, Chapter 3: “Application Processing Procedures”).
Verification Check List
It is important that a verification check be conducted to verify the applicant’s identity, residency, and resources to determine eligibility for FDPIR benefits.    
Verification of Identity: 

Examples of acceptable documentary evidence the household may provide and are not 
limited to:

· A Driver’s License

· Work or School ID card

· Voter Registration card

· Birth Certificate; and/or
· Identification card for Health Benefits, other Benefit programs, or Social Services.

Verification of Residency:

Documents with the household’s address will be the primary source of verification. Although collateral contacts and/or home visits may be used when documentary evidence cannot be obtained.

Verification of Resources:

During the applicant interview, tribal agencies must review with the applicant the 
resources reported as well as the possibility of unreported resources.  Tribal agencies must verify all resource information for each household, if the information is questionable.
Documentary evidence must be used as the primary source of verification, although collateral contacts may also be sources of verification if written verification is unavailable.   

· Income Verification and Certification Process:
· Does each client file have all copies of paystubs, W-2’s, social security, unemployment, or any other applicable proof of Earned and Unearned Income? (See FNS Handbook 501, Paragraphs, 3531 & 3534)
· Ensure that if HH claims no income that ONLY one (1) Zero-Income Form (FDP006) is used to represent the entire members of HH. 
· Does the household participate in self-employment?
· Make sure that the Gross Self-Employment income and Monthly Business Expenses are factored in for the Total Self-Employment Income.  
· Was the Eligibility Determination Accurate?
· If the household is eligible, was the length of their certification period reasonable?  Is a written notice of eligibility or ineligibility provided to the household?  (Please refer to the FNS Handbook 501, Chapters III, IV, and V)  

Dual Participation


Households are not permitted to receive Food Stamp and Food Distribution Program benefits in the same month (FNS 501 Handbook, Chapter 1, Section 3, Paragraph 1370) . 

If a household wants to participate in the FDPIR program instead of the Food Stamp Program, or vice versa, please have a household member fill out a “Notice of Intent to Discontinue Program Participation” form (FDP014). 
Faxing Applications

Once an application has been processed (received, dated, and reviewed for completeness), it needs to be immediately faxed to the Certification Specialist at the Food Distribution Program at ANTHC for processing at: (907) 729-8719.  
Recertification/Change Report form
Households will be given an opportunity to recertify in the last month of their current certification period. This allows them to continue to receive benefits without interruption. When the household turns in a Recertification form within their last month of their current certification period and are approved, then their new certification period will start the following month. (Please refer to FNS 501, Chapter 5, Section 1, Paragraph 5111).
During recertification, the tribal agency must verify a change in income if the source of the income has changed and/or if the amount has changed by more than $50 since it was last verified.  If the tribal agency has reason to question a household’s report that income is unchanged or that has changed by less than $50, it must verify the income.  
The tribal agency must use the same verification procedures that were used at the initial certification to check on all changes reported at the time of recertification.  The household may choose to recertify within the month of their last certification period, or 30 days after their initial certification period. (Certification period ends 7/31/13. They may turn in their Recertification form in the month of July or prior to August 30, 2013). The verification requirements for households applying during either of these times must remain the same. 

Households are required to report the following changes within 10 days of the date the change becomes known to the household:
· Changes in income which would affect program eligibility;
· All changes in household composition, such as the addition or loss of a household member
FDPIR Audio Conferences
FDPIR bi-monthly audio conference is scheduled to allow FDPIR Administrators to address any concerns and be provided with new information or program changes within the Food Distribution Program.  If you would like to add a topic for discussion during this bi-monthly audio conference; please contact any ANTHC FDPIR staff.     

There are two scheduled audio conferences during the month. 
The first is scheduled the first Wednesday of the month from 11:00-11:30 AM.  
The second is scheduled the third Wednesday of the month from 3:00-3:30PM. 

The toll free number to access the FDPIR teleconference is: 1-877.446.3914.  
The participant pass code is: 1032005#.
Food Distribution Program Nutrition Education
ANTHC receives Food Distribution Program Nutrition Education (FDPNE) grant funding from the USDA to develop and deliver a series of relevant nutrition education Video-teleconference classes for participants of each tribal agencies program. The 
Video-conference sessions will focus on increasing consumption of fruit and vegetables, low-fat dairy products, whole grains in the diet and on promoting daily physical activity.  This nutrition education piece will be conducted via live teleconference. Ms. Bette Seaman, Registered Dietician, will present cooking demonstrations with healthy recipes using FDPIR foods.
Another resource available is the USDA link located at the bottom of this page.
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Visit MyPlate website online: http://www.choosemyplate.gov/ 

File Folder Format

Every applicant is REQUIRED to have a case file folder whether their certification status is approved or denied. It is recommended that a regular file folder is made for non-approved applicants. It is recommended that each tribal agency use a common 2-tab classification file folder for each approved applicant file. The following uniform filing tab format is highly recommended for all approved client files:  

Application Original that is filled out by applicant (FDP001 form) ----------------First File Tab
Eligibility Worksheet (FDP002 form) -------------------------------------------------Second File Tab

Income Verification (e.g., support documents, pay stubs) --------------------------Third File Tab
Miscellaneous Support Files (e.g., collateral contact, letters) --------------------Fourth File Tab
Checklist and Copy of Civil Rights Notice ------------------------------------------------Fifth File Tab
Copies of all (AIS) Food Issuance Sheets ------------------------------------------------Sixth File Tab
All FDPIR Household File Folders Need to Include the Following Information:   

· A completed Food Distribution Eligibility Worksheet (FDP002);

· Copies of notification forms provided to the household:
· Copy of Application Policy & Issuance Schedule” (FDP003)

· Copy of signed receipt of “Change Report Form” (FDP005)

· Copy of “Letter of Eligibility/Denial” (FDP008)
· Copy of signed receipt of “Dual Participation Warning Notice” (FDP010)
· Copy of signed receipt of Fair Hearing Procedures” (FDP011)

Updates

Periodically, FDPIR administrators will be sent updates on FDPIR-related information by teleconference, fax, U.S. postal service, and via the e-mail system.  It is very important that all information sent to tribal agencies be read immediately to ensure compliance with all policies and procedures.  

Audit of FDPIR Client Files 

Under the terms of your agency’s FDPIR Memorandum of Agreement (MOA), your agency has agreed to cooperate with ANTHC to ensure that all federal and civil rights regulations are complied with. 
In order to meet this requirement, the ANTHC FDPIR office is required to conduct a random audit of each tribal agency’s household caseload for each federal fiscal year.  Once a year, FDPIR staff will request caseload files be mailed in to ANTHC for audit review.    
Glossary of FDPIR Forms
Please refer to the Glossary of FDPIR Forms below that your tribal agency is required to use to administer and offer the Food Distribution Program within your community.  There are revisions to these forms from time to time to update program information as necessary, periodically check this link for form updates; other information updates: 

· www.anthctoday.org/community/fdpir_forms.html. 

Appendix 1 

“And Justice for All” Poster
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(Figure 1.1)

This poster needs to be in plain sight and easy to view for all FDPIR applicants.

Appendix 2
Examples of FDPIR Program Outreach Materials:
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	This is an example of a monthly FDPIR package. 

Fresh produce is not available in all 

participating Alaska FDPIR tribes.


Appendix 3
FAQ (frequently asked questions) On AIS Instruction

A. USING AIS TO TRACK INVENTORY & Manage Inventory Reports

i. Data Entry FDPIR Inventory – Receipts

1. Before entering FDPIR inventory into the AIS database make it a habit to thoroughly inspect all inventory to confirm all inventory ordered is received.

a. Inspect for damages (e.g., dented cans near top ridge or seams or torn bags or packages)

b. Inspect and record all “BEST IF USED BY (BIUB)” or package and manufacture dates for all inventory received. 

i. Immediately pull and report any inventory received that is questionable or past the recommended BIUB! 

2. Instruction summary: From AIS Welcome Screen

a. Type 3-1-Date-Material Code

b. Transaction code: “R” (receipt)

c. Enter number of cases, press F2 for next, press F4 to save

ii. Double Checking Your Work – Transaction Detail List

1. Instruction summary: From AIS Welcome Screen

a. Type 2-4-1-Date-F2-F2-F2

b. Double check printout against Shipment Inventory List 

iii. Adjusting AIS for Damaged Inventory Received

1. Instruction summary: From AIS Welcome Screen

a. Type 3-1-Date-Material Code

b. Transaction Code: “A” (Adjustment)

c. Adj Code: Press F5 for help legend or “C” (Unfit/Condition) 

d. Enter # losses, F2 for next, F4 to save, F3 next transaction

iv. Print FNS152 Monthly Inventory Report

1. Instruction summary: From AIS Welcome Screen

a. Type 2-1-1, Change the Date to Previous Month

b. Press F2 (twice) to print, then review

B. USING AIS TO TRACK/SERVE CLIENTS & Manage Client Reports
i. Creating a Client Profile

1. Instruction summary: From AIS Welcome Screen

a. Type 1-1-1, follow & fill-in field instructions

b. Type in SS# of primary client

c. Fill-in the fields accordingly, starting with:

i. D.O.B

ii. First Name, press F2 or tab key to move to next field
Appendix 3 (continued)
iii. Last Name, press F2 or tab key to move to next field
iv. Address, press F2 or tab key to move to next field
v. State –“AK”, the cursor automatically to next field
vi. Zip code, the cursor automatically to next field
vii. County – AA, the cursor automatically to next field,

viii. Phone, the cursor automatically to next field
ix. Enter HH # size, the cursor automatically to next field
x. Racial code, press F5 to follow instructions exactly, then press F2 or tab key to move to next field
xi. Leave blank if HH is not Latino or Hispanic, press F2 or tab key to move to next field
xii. Enter client “Certification Date” and Termination Date listed on Client Eligibility Worksheet (FDP002) received from ANTHC. The date is located in the lower right hand corner of the page. press F2 or tab key to move to next field
xiii. Enter any additional HH members fnames, lnames, birth dates, SS#’s (if any), press F2 or tab key to move to next field
xiv. Enter AUTHORIZED REPRESENTIVES (only) if listed and identified below client’s application signature, otherwise press the F1 function key or F3 key to exit; type a message (if necessary); press F2 or tab key to move to next field
xv. Press the F4 function key to SAVE new client profile.

ii. Issuing Food to ANTHC Certified Eligible HHs

1. Instruction summary: From AIS Welcome Screen

a. Type 1-2-1-Client SS#

b. Review Client Profile Screen to confirm correct identify, press F2 key and answer all appropriate pop-up questions, then F2 until you see option to print SHOPPING LIST (F4)

c. Press F4 to print SHOPPING LIST (if shopping list has already been printed and  filled out by client press F5 to go straight to screen for selecting foods client selected, otherwise proceed to next step)
d. Give SHOPPING LIST to client to review and select foods that they wish to choose that are available through your tribal agency. (NOTE: the shopping list is not a legal receipt for foods) 

e. The client is responsible for returning the SHOPPING LIST to the tribal agency so the FDPIR administrator can open the client’s AIS profile to select the identified foods from the remaining inventory available.  

f. Repeat steps “a, b, c” but only this time select and press the F5 key to access the food selection screen and scroll through and choose the respective number of foods units available for the client whose AIS profile is now open. 

Appendix 3 (continued)

g. After completing and selecting all food units available under all food groups for the client, press the F8 key to save the selections. This will prompt the screen to close and the inventory to be deducted from the existing inventory available; client’s ISSUANCE SHEET (e.g., listing all foods they choose and were available) to be printed for their signature as proof as having received their FDPIR benefits The ISSUANCE SHEET is a legal document and is the only authorized document to be used to issue foods with to eligible clients.

iii. Adjusting Client Food Issuances

1. Instruction summary: From AIS Welcome Screen

a. Type 1-2-3, Client SS#

b. Menu POP-UP Question, select YES or NO to print or view the remaining inventory available to determine if the food inventory is actually available to adjust for the client issuance.

c. Scroll through Food Groups until you find the food inventory item in question that the client wishes and add the number they are entitled to receive.
iv. Voiding A Client Food Issuance
1. Instruction summary: From AIS Welcome Screen

a. Type 1-2-4, Client SS#

b. Follow the prompts, print the void, this will re-insert all food inventory back into your tribal agency AIS database.
v. Print FNS152 Monthly Inventory Report

1. Instruction summary: From AIS Welcome Screen

a. Type 2-1-1, Change the Date to Previous Month

b. Press F2 (twice) to print, then review

vi. Printing Household (HH) MASTER LIST 

1. Instruction summary: From AIS Welcome Screen

a. Type 2-2-2

b. Type “Y (yes)” or “N (no)” to include dependents

c. Type “N” for name or “I” for ID

d. Type “Y (yes)” or “N (no)” or “A (all) for Certified Clients

e. # of copies want printed, F2 Key for “NEXT (to print)

f. Review HH Master List to review and compare HH size against client application/change report form data & accurate term dates; fax copy to ANTHC upon request.

vii. Printing Household (HH) ISSUANCE History

1. Instruction summary: From AIS Welcome Screen

a. Type 2-3-4

b. Type # of month/current year (can only go 6 months back)

c. Type “N” for name or “I” for ID

d. # of copies want printed, F2 Key for “NEXT (to print)
Appendix 3 (continued)

e. Review HH Issuance History to confirm HH benefits recorded as received by each eligible HH client; fax copy to ANTHC upon request.

Time Lines and Due Dates to Remember:

1. AIS FNS152 Inventory Report Due First (1st) Business Day of Every Month

a. Instructions: Open AIS to “Welcome Screen”

i. Type 2-1-1

ii. Change date to previous month
iii. Press function key “F2” twice to print report 
iv. Conduct a physical count of inventory to compare and ensure book value (calculated amount) and physical values are correct; pencil exact amount if any variances or differences exist in the last table cell on the right side under header - “Gain/Loss.”
v. Make any AIS adjustments and reprint the FNS152 Report after adjustments or call for assistance (907-729-2959); fax the report to 907-729-8719.
2. AIS Annual Ethnicity Report (month of July) 
b. Instructions: Open AIS to “Welcome Screen” 
i. Type 2-1-2

ii. Ensure date is reflects the month of July (7/201#)
iii. Press function key “F2” twice to print report 
iv. Fax the FNS101 report to 907-729-8719

3. Federal Fiscal Year (Oct 1 to Sept 30) Quarterly ASF Invoices

c. Instructions: Using ANTHC’s approved invoice form (FDP025) found on its non-public webpage (http://anthctoday.org/community/fdpir_forms.html, please book mark to tool bar for future reference) invoice ANTHC four-times a year:

i. First (1st) Quarter Invoice (Oct – Dec) Due in month of January

ii. Second (2nd) Quarter Invoice (Jan – Mar) Due in month of April

iii. Third (3rd) Quarter Invoice (Apr – Jun) Due in month of July

iv. Fourth (4th) Quarter Invoice (Jul – Sept) Due in month of October

Additional Resources:

The United States Department of Agriculture Food and Nutrition Service Department website. This provides basic background information on what the Food Distribution on 

Indian Reservations (FDPIR) program is. Also provides a Certification training that is highly 
recommended: http://www.fns.usda.gov/fdd/programs/fdpir/fdpir_hhcert_training.htm 
The State of Alaska SNAP (food stamp) website. Here you can read about what the Supplemental Nutrition Assistance Program (SNAP) is and what the program regulations are. This may be helpful when meeting with clients who are currently participating in Food Stamps and may be interested in the FDPIR program. It also may be beneficial when meeting with current FDPIR participants who are interested in switching to the SNAP program: http://dhss.alaska.gov/dpa/Pages/fstamps/default.aspx
To learn more about nutrition education, check out: www.choosemyplate.gov
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When the applicant has an Eligibility Worksheet faxed back from ANTHC, the FDPIR Administrator will update case notes and then:











FDPIR Tribal Administrator mails client a Notice of Expiration close to the household’s Certification Period end date; copy filed in case file.





Client fills out a Recertification/Change Report Form (FDP005) and submits it to the FDPIR Tribal Administrator; who updates case notes (FDP033)








Tribal Administrator faxes client’s signed


Recertification/Change Report Form (FDP005) to ANTHC after reviewing form with client, along updated case note form (FDP033).





ANTHC office reviews Recertification/Change Form. ANTHC review income eligibility and screens client against SOA SNAP database, and then approves or denies application based on income eligibility. Faxes or emails scanned copy of FDPIR Eligibility Worksheet (FDP002) to FDPIR tribal agency administrator and instructs them to update case notes and provide respective client with a letter of eligibility/denial, file copy to case file.








Form #	Form Name �
�
FDP001 	Client Application (xls)�
�
FDP002 	Eligibility Worksheet (xls)�
�
FDP003 	Application Policy/Issuance Schedule (doc)�
�
FDP004 	Self-Employment Worksheet (xls)�
�
FDP005 	Recertification/Change Report Form (doc)�
�
FDP006 	Zero Income Statement (doc)�
�
FDP007 	Collateral Contact Form (doc)�
�
FDP008 	Eligibility Letter (doc)�
�
FDP008a	CPV Eligibility Letter (doc)�
�
FDP009 	Denial Letter (doc)�
�
FDP010 	Dual Participation Notice (doc)�
�
FDP011 	Fair Hearing Request Form (doc)�
�
FDP012 	Notice of Expiration (doc)�
�
FDP013 	Notice of Adverse Action (doc)�
�
FDP014 	Notice to Discontinue Program (doc)�
�
FDP015 	Claim Form Letter (doc)�
�
FDP016 	FDPIR Program Checklist (doc)�
�
FDP017 	Food Distribution Fact (doc)�
�
FDP018 	Food Distribution Brochure (doc)�
�
FDP019a	Damaged Food Receipt Log (doc)�
�
FDP019b	FDPIR Loss Form (xls)�
�
FDP020 	In-Kind Contribution Form (doc)�
�
FDP021 	Temperature Reading Log Sheet (pdf)�
�
FDP022 	FNS-57 Shipment/Loss Form (pdf)�
�
FDP023 	FIFO Log (xls)�
�
FDP024 	FDPR-SNAP Income Standards (xls)�
�
FDP025 	ASF Invoice Template (xls)�
�
FDP026 	2012 Income Guide & Resource Limits (pdf)�
�
FDP027 	AIS Instructions/Timelines (doc)�
�
FDP028	BIUB Date Information (pdf)�
�
FDP029	HH Size Food Guide Rate (pdf)�
�
FDP030	Food Keeper Consumer Guide (pdf)�
�
FDP031	AIS Material Code List (pdf) �
�
FDP032	Over Issuance Worksheet Template�
�
FDP033	Application Checklist / Case Notes (doc) �
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