Tribal Agency Name
Food Distribution Program 

Address

City, Alaska Zip


FDPIR PROGRAM ANNUAL CHECK LIST

INTRODUCTION

This guide has been prepared to assist tribal agency program staff to attain and maintain the goals and objectives of the Food Distribution Program. Although the guide is intended to be only a supplement to the Food and Nutrition Service Handbook 501, the Food Distribution Program on Indian Reservations, it represents major points of consideration in each program component. The guide may be used by new and existing staff members to organize their work plans as a tool for the ongoing monitoring and evaluation of their tribal agency program. It is intended to help improve program performance without necessarily spending more money. The guide also provides an outline of program functions that the United States Department of Agriculture requires ANTHC to evaluate as part of an annual evaluation and review of their agency food distribution program.

The United States Department of Agriculture believes that if the procedures outlined in this guide, along with the Food and Nutrition Service Handbook 501, are properly implemented the primary of goal of the tribal agency’s food distribution program will be realized, along with the effective and efficient delivery of quality services its program participants. The staff members of ANTHC FDPIR office stand ready to provide additional technical guidance and support to help Alaska’s FDPIR tribal agencies achieve this goal.

OUTREACH

The outreach activity is intended to insure that potential FDP recipients are informed of the availability of the FDP on their reservation. The following check list may be used by the Outreach Coordinator and the FDP Director to review the Outreach Program.

Yes
No

 FORMCHECKBOX 

 FORMCHECKBOX 

Have the best outlets for outreach materials been determined?

a. Local newspapers

b. Local newsletters

c. Local radio/TV

d. Local public places

e. Frequent offices (Clinic, Housing, BIA Social Services)

 FORMCHECKBOX 

 FORMCHECKBOX 

Have the fact sheets and announcements been prepared for the media?

 FORMCHECKBOX 

 FORMCHECKBOX 

Do these materials include the following information:

f. Availability of the Program?

g. Same day filing provisions?

h. General eligibility criteria?

i. Program benefits?

j. Household rights?

 FORMCHECKBOX 

 FORMCHECKBOX 

Have applications and outreach materials been distributed to outlets?

 FORMCHECKBOX 

 FORMCHECKBOX 

Have recipients been surveyed to determine the most effective outreach efforts?

For further information on this topic, please refer to FNS Handbook 501, Chapter 1, and Section 3.

SECURE STORAGE AREA
Secure inventory management activities are intended to insure that the storage area used in the FDP are adequate to safeguard all inventory. The following check list may be used to assist the Food Distribution Program Administrator in reviewing the storage facilities.

Yes
No

 FORMCHECKBOX 

 FORMCHECKBOX 

Are all the doors and windows secure?

 FORMCHECKBOX 

 FORMCHECKBOX 

Are all windows covered to avoid storing inventory in direct sunlight?

 FORMCHECKBOX 

 FORMCHECKBOX 

Are storage areas large enough to store inventory for current caseload and to allow for inventory rotation? (15 square feet for each 1000 lbs.)

 FORMCHECKBOX 

 FORMCHECKBOX 

Is there a pest control or extermination program?

 FORMCHECKBOX 

 FORMCHECKBOX 

Is all food inventory stored on pallets or off the floor?

 FORMCHECKBOX 

 FORMCHECKBOX 

Are items stored to allow air circulation and inspection? 
(18 inches away from the wall; 24 inches between pallets)

 FORMCHECKBOX 

 FORMCHECKBOX 

Are storage areas clean?

Yes
No

 FORMCHECKBOX 

 FORMCHECKBOX 

Are toxic chemicals or substances stored away from food storage areas?

 FORMCHECKBOX 

 FORMCHECKBOX 

Are the areas around the food storage areas clean?

 FORMCHECKBOX 

 FORMCHECKBOX 

Are the areas and entrances provided for the unloading of shipments and efficient transfer of food inventory to the food storage area?

 FORMCHECKBOX 

 FORMCHECKBOX 

Are there signs of out-of-condition items (past their BIUB date) or pest infestation?

 FORMCHECKBOX 

 FORMCHECKBOX 

Are food storage areas inspected for security on a weekly basis?

 FORMCHECKBOX 

 FORMCHECKBOX 

Are logs or control files for authorized staff having keys to the food storage area kept up-to-date?

For further information, please refer to FNS Handbook 501, Chapter VII.

INVENTORY CONTROL

Inventory control procedures are intended to insure that tribal agency administering FDPIR will be able to account for all food items being delivered to them. The following check list may be used by the tribal agency’s food distribution program administrator to review the adequacy of the inventory control procedures.

Yes
No
New Shipments

 FORMCHECKBOX 

 FORMCHECKBOX 

Have all incoming orders been checked for accuracy and conditioning of shipment?

 FORMCHECKBOX 

 FORMCHECKBOX 

Have all overages, shortages, and damages been reported to ANTHC using the Food Loss Form (FDP019b)?

 FORMCHECKBOX 

 FORMCHECKBOX 

Have all cases been marked with date of receipt?

Yes
No
New Shipments

 FORMCHECKBOX 

 FORMCHECKBOX 

Has FDPIR inventory been arranged to allow for inventory rotation? (First-in, First-out)

 FORMCHECKBOX 

 FORMCHECKBOX 

Have all similar items been stored together?

Monthly Procedures: 

Yes
No

 FORMCHECKBOX 

 FORMCHECKBOX 

Do all client case files have a signed copy of all monthly HH (household) issuance receipts filed in it accordingly?

 FORMCHECKBOX 

 FORMCHECKBOX 

When food losses occur has the Food Loss report form (FDP019b) been prepared or updated with food loss totals/inventory balance in AIS adjusted to reflect losses?

 FORMCHECKBOX 

 FORMCHECKBOX 

Does the month FNS152 report exactly mirror all physical inventory on hand?  If not, has the AIS database been adjusted to reflect the actual physical count of every food item before faxing the report to ANTHC?
For further information on this topic, please refer to FNS Handbook 501, Chapter VI, VII, and IX.

NUTRITION EDUCATION

The Nutrition Education Program must inform the recipient on how they may gain maximum benefit from the foods, which they receive, from the FDP. The following check list may be used by the FDPIR Tribal Director or Nutrition Education point of contact to evaluate this program.

Yes
No

 FORMCHECKBOX 

 FORMCHECKBOX 

Have local resource people and /or materials been identified?

 FORMCHECKBOX 

 FORMCHECKBOX 

Have diet-related health problems prevalent among FDP recipients been determined?

 FORMCHECKBOX 

 FORMCHECKBOX 

Have food preferences of FDP recipients been determined?

 FORMCHECKBOX 

 FORMCHECKBOX 

Have local eating habits, which contributed to health problems, been identified?

 FORMCHECKBOX 

 FORMCHECKBOX 

Have short single-concept presentations, which address diet-related health problems and provide information on the proper method for food safety and storage been prepared?

 FORMCHECKBOX 

 FORMCHECKBOX 

Have posters and handouts been prepared which outline concepts on nutrition and storage?

 FORMCHECKBOX 

 FORMCHECKBOX 

Have cooking demonstration or recipes been downloaded, copies printed, and handed out monthly which relate to items 4 and 5 above and enhance the nutritional quality of the recipients’ daily meals?

 FORMCHECKBOX 

 FORMCHECKBOX 

Have food tasting programs been conducted in which new food are introduced?

Yes
No

 FORMCHECKBOX 

 FORMCHECKBOX 

Have surveys been developed and conducted to evaluate nutrition education programs?

 FORMCHECKBOX 

 FORMCHECKBOX 

Has corrective action been developed to improve Program weaknesses?

For further information, please refer to FNS Handbook 501, Chapter I, Section 5.

ADDENDUM - ADMINISTRATIVE REQUIREMENTS

Office Procedures

There are several internal procedures that can be used to increase the efficiency of an office and the morale of its staff. The following list is not inclusive, but presents some basic office management procedures. Some of the suggestions can be set up immediately while others must be set up over a period of time.

· Set up a system whereby managers are made aware of certifying and filing that is backlogged for more than seven days.

· Make a periodic evaluation of physical surroundings to determine safety and ways to improve working conditions.

· Implement a filing system so that important correspondence/documents are not lost or misplaced.
A monthly listing of Food Distribution participants with school children will be mailed to: (if needed)

Alaska Native Tribal Health Consortium
Attn.: Gregory Nothstine, Food Distribution Program
3900 Ambassador Drive, Suite 401
Anchorage, Alaska 99508
This listing will be mailed out monthly when requested during the school year.
DUTIES

Food Program Administrators
1. Certification of households

2. Issuance of food inventory benefits
3. Food Storage Area Inventory Management

4. Receiving and inspecting food inventory
5. Conducting program reviews

6. Developing correction action plans

7. Conducting staff/volunteer training (as needed)
8. Preparing and monitoring Administrative Support Funds Invoice (quarterly)
9. Implementation of the nutrition education and food preference survey

10. Implementation of the outreach program

11. Processing of complaints and fair hearing requests

12. The overall management of the FDP to ensure compliance with FNS regulations and guidelines

Volunteer Staff and Volunteers
1. Accept and check for accuracy and condition of FDPIR inventory shipments

2. Arrange inventory to ensure FI-FO procedures are followed

3. Assist in the issuance of food issuance benefits to households
4. Provide maintenance and maintain cleanliness in and around the food storage area
5. Conduct inventory control procedures and help with physical inventory counts

Tribal Health

1. Provide and supply nutrition education program materials (when available)
2. Provide outreach program materials and ideas
3. Assist in conducting food preference surveys

Tribal Finance Department

1. Monitor program expenditures

2. Submit required monthly or quarterly ASF form (FDP025) to ANTHC 
3. Oversee purchasing of equipment to ensure compliance with program regulations and guidelines
4. Provide support to the FDPIR Administrator in all financial matters

Tribal Administration Services

Give support to the Food Distribution Program in the area of personnel and the general administration of the program to ensure compliance with Tribal and Food and Nutrition Services guidelines. 
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