
COMMODITIES SUPPLEMENTAL FOOD PROGRAM
(CSFP)

ANNUAL TRAINING & REVIEW



WELCOME!

Chelsea Donohue

Program Coordinator – Seniors

907.222.3125

cdonohue@foodbankofalaska.org

Anthony Reinert

Programs Director

907.222.3104

areinert@foodbankofalaska.org

mailto:sdeuling@foodbankofalaska.org
mailto:smitchell@foodbankofalaska.org


WHERE ARE YOU FROM? 

Let ’s  go around the room and introduce ourse lves!



TODAY’S TRAINING

• CSFP Updates and Review

• Reapplication Process and Dates

• CSFP Application & Eligibility

• Monthly Reports

• Other Forms and Policy Requirements

• Waitlist



CSFP…

• CSFP is a federal program that works to improve the health of low-income 

seniors by supplementing their diets with nutritious USDA foods. 

• CSFP food boxes are not intended to provide a complete diet but are sources of 

nutrients often lacking in the diets of our clients.

• CSFP food boxes contain food items like rice/pasta, cereal, canned fruits and 

vegetables, meat, plant-based protein, milk, and cheese.

• Clients are senior citizens over 60 years of age and who are at or below 130% of 

the Federal Poverty Income Guideline. 

• FBA is one of two CSFP grantees in the state.



UPDATES 

• The State of Alaska updated the CSFP Application form in May 2021. The previous version of the 

application is no longer accepted.

• We will send out revised Income Guidelines once the PFD has been distributed.

• Some nationwide shortages on certain commodities have resulted in unavoidable changes to the box 

contents.  We appreciate your patience through this and hope it will be resolved soon.

COVID-19

• The COVID-19 Signature Waiver is still in effect BUT clients will need to sign their reapplication.

• Please continue to prioritize the health of your clients, staff, and volunteers in all processes.



FBA’S RESPONSIBILITIES

• Order CSFP commodities from the USDA.

• Design and build the monthly boxes.

• Coordinate delivery of boxes and cheese to each 

agency.

• Train and monitor partner agencies on all CSFP 

policies and regulations.

• Ensure the commodities are properly handled, 

stored, and distributed by our partner agencies.

• Collect and maintain records on all CSFP clients 

and CSFP partner agencies.

• Audit and consolidate monthly agency reports 

and report to the State of Alaska. 

• Assist applicants with necessary paperwork.

• Maintain client records and all program 

paperwork.

• Properly count, record, and store CSFP 

commodities upon receipt.

• Distribute CSFP boxes and cheeses to eligible 

clients according to program policies.

• Ensure all staff/volunteers are trained in CSFP 

policies, Food Safety, and Civil Rights.

• Post the “And Justice for All” poster.

• Submit monthly reports and other necessary 

documents to FBA in a timely manner

AGENCY’S RESPONSIBILITIES



CSFP REAPPLICATION

• Important Dates →

• Reapplication Posters

• Reapplication Forms



REAPPLICATION

• Reapplication use the current CSFP application. If you need a copy, let me know.

• All active CSFP clients need to complete an application to verify and/or correct their 

information.

• Reapplications need to be filled out, signed, and dated on site – they cannot be sent 

home with the clients.

• Reapplications need to be submitted to FBA within 10 business days of when they 

are signed, and no later than 5pm on November 30th.

• No transfers can be done during the reapplication period.



REAPPLICATION
(CONTINUED)

• Make any changes or corrections. 

• The client must sign the application.

• This is also a great opportunity to verify or update 

seniors’ proxy information.

• Seniors who do not complete Reapplication will be 

removed from the program.

• Please check your December Distribution Lists to be 

sure no reapplied seniors were removed in error.

• If a client’s eligibility status changes during 

Reapplication, they must be notified in writing 

(Eligibility Notification Form).

• If you need the Eligibility Form, let me know.

Example Application



QUESTIONS ON REAPPLICATION?



AGE

60 years of age or older Household income at or below 130% of 

the Federal Poverty Income Guideline.

INCOME

CSFP ELIGIBILITY

Income Guidelines are updated each spring and adjusted each fall with the AK PFD amount. Please make sure 

you have the most current Guidelines available.



CSFP APPLICATION

• Physical Address cannot be a PO Box.

• Seniors must show a government issued ID when 

applying .

• We are required to fill out the race and ethnicity 

section. If the client does not, we must guess.

• If the senior’s PFD is included in the Total Income 

amount entered, please note that next to the 

income.

• If a senior wants to transfer to a different agency, 

they must fill out a new application with that 

agency. Please note “Transfer from ___” at the top.

Applications must be filled out completely. 

Please also make sure they are legible.



CSFP APPLICATION
(CONTINUED)

• Must check Yes or No to the release of information 

statement on Page 2.

• Applicants must sign and date the application (COVID-19 

signature waiver does still apply).

• Print the client’s name below the signature.

• Seniors may assign a proxy.

• Power of Attorney

• Agency staff/volunteer fills out the highlighted sections 

in the Status box at the bottom.

• Certification Date, Eligible Yes/No, Initials

• Certification Date is the first day of the next month

• Notification Given: Yes/No andVerbal/Written



CSFP APPLICATION
(CONTINUED)

• Program policies require that applications be processed, and clients notified of eligibility 

within 10 days of receipt of the application. 

• Therefore, we ask that applications be submitted to FBA within 2 days of receipt.



NOTIFICATION OF 
ELIGIBILITY

USDA regulations state that the client must be notified of 

their eligibility within 10 days of signing and dating their 

application.

• The Eligibility Notification Form is approved by the 

State of Alaska. Only the agency information and 

distribution day and time can be altered on this form.

• It is 2 pages (or double-sided) and contains specific 

wording regarding civil rights that must be included. 

• Fill in the client’s name, the date, and their eligibility 

status.  You can give it directly to the client or mail it. 

• This form is also used to notify clients who become 

ineligible during reapplication.



QUESTIONS ON THE APPLICATION OR 
ELIGIBILITY NOTIFICATION?



OTHER CSFP POLICY NOTES

• Transfers –

• Seniors wishing to transfer to a new agency must fill out a new application with that agency. 

• Reapplication and Recertification –

• All clients must reapply every 3 years.

• All clients must recertify every year (except in reapplication years).

• Address and Phone Number Changes –

• Please update us if a client’s contact information changes. 

• Storing Files –

• We are all required to keep any/all CSFP files for the past 3 federal fiscal years, plus the current.

• Federal fiscal years run from October through September.

• As of Friday, October 1, 2022, we are required to maintain paperwork and files from FFY20 through the current. 



END OF MONTH REPORTS

• The reports below are due to FBA as soon as possible after your distribution 

and no later than the 5th of the month following your distribution:

• Completed Distribution List with client signatures (or COVID signatures)

• Completed Monthly Inventory Report (MIR)

• Copies of any AORs (invoices) for CSFP product received that month

• Once these are received, FBA will send out your new month’s Distribution List 

within 2 business days (but not earlier than the first business day of the month).



DISTRIBUTION LIST 
(EXAMPLE)

Due to FBA by the 5th of the following month.



MONTHLY INVENTORY 
REPORT (MIR)

• Please use this new updated form.

• It’s important that this gets filled out completely 

and accurately every month –

• For FBA’s internal inventory tracking

• For FBA’s inventory reporting to the state 

and USDA

• For your own records

• To ensure we send an appropriate number of 

boxes and cheeses each month

• First In First Out

• Make sure you are FIFO-ing (rotating) your 

inventory! 

Due to FBA by the 5th of the following month.



MIR
(CONTINUED)

• Beginning Inventory should always match the 

Physical Inventory Count from the month prior.

• # Received is the number of blocks of cheese received 

this month. This should match your AOR.

• Subtotal = Beginning Inventory + # Received

• # Distributed – how many distributed this month.

• Ending Inventory = Sub-total – # Distributed

• Physical Inventory Count is the actual number of 

blocks counted on site after your distribution. It is a 

physical count – not the same as the Ending 

Inventory.

• Difference = Physical Inventory – Ending 

Inventory

• Lost or damaged product would show up here.

Filling out the MIR - Cheese

Example AOR (invoice)



MIR
(CONTINUED)

• All CSFP boxes have a Box Code. Be sure to list all Box 

Codes on a separate line and count them separately.

• Follow the same steps as with the cheese.

• Beginning Inventory should match the previous 

month’s Physical Inventory Count.

• Subtotal = Beginning Inventory + # Received

• Ending Inventory = Subtotal - # Distributed

• Physical Inventory Count is the actual number of 

boxes counted on site after distribution. It may not be the 

same as your Ending Inventory.

• Difference = Physical Inventory – Ending 

Inventory

• Lost or damaged product will show up here.

Filling out the MIR - Boxes

Example AOR (invoice)



INVOICE 
(“AOR”)

• With each order you will receive and sign off on an 

AOR (Agency Order Receipt) or invoice.

• Please verify that the information on the AOR 

matches what you receive:

• Box Codes

• Number of boxes and cheeses

• If there are any discrepancies, inform your delivery 

driver and let us know as soon as possible.

• With your end of the month reports, please include a 

copy of any AOR(s) for CSFP product received that 

month.



END OF MONTH REPORTS

• Due after your distribution and no later than the 5th of the next month:

• Distribution List with client signatures (or COVID signatures)

• Monthly Inventory Report (MIR)

• AORs for CSFP product received

• We cannot send your new distribution list until we have received and processed the previous 

month’s reports.

• We will send your new distribution list within 2 business days of receiving your previous month’s 

reports, but not earlier than the first business day of the new month.



OTHER POTENTIAL REPORTS

• Proxy Form –

• If a senior wants to assign a friend/relative to pick up their box for them, they can fill out a Proxy Form.

• Commodity Loss Report –

• Any loss of CSFP commodities greater than the amounts below must be reported to FBA immediately 

and a Commodity Loss Report filled out and submitted as soon as possible.

• 1 case or more of cheese (12 blocks or more)

• 6 CSFP boxes or more

• CSFP Incident Report –

• Please fill out and submit an Incident Report to FBA, whenever there is an issue with a client.



QUESTIONS ON REPORTS OR FORMS?



FOOD SAFETY

Food Safety Training & Certification

• FBA requires that all partner agencies participate in food safety training. 

• FBA provides a food safety course and test for your convenience. 

• Available for free online – at 3:00pm on the 2nd Tuesday of each month.

• We can send the registration link on request.

• Always be sure to check the requirements in your municipality or jurisdiction as other 

certifications may also be required.

Food Storage & Handling

• Please refer to your CSFP Policy and Procedure Manual or Food Safety Training for proper storage 

and handling of CSFP boxes and cheese.



CIVIL RIGHTS

• All staff and volunteers must have Civil Rights training.

• Review the PowerPoint and sign the completion form.

• Display the “And Justice for All” poster.

• Any flyers or informational posters or handouts must include the 
Nondiscrimination Statement (NDS). 

Religious or Faith-based Organizations

• All clients at religious or faith-based organizations must read and sign 
the Written Notice of Beneficiary Rights. 

• Religious or faith-based organizations must make a reasonable effort 
to refer a client to other agencies if the client objects to the religious 
nature of that organization. 



CLIENT COMPLAINTS

• Commodity Complaints 

• A client or agency may contact the CSFP Program Coordinator or the Director of Programs at FBA.

• Civil Rights Complaints 

• If a senior would like to file a complaint of discrimination, they can complete the USDA Program 

Discrimination Complaint Form. Details can be found on the CSFP Application, Eligibility Notification 

Form, and in the P&P Manual.

• Denial or Termination of Assistance Complaints

• If a senior disagrees with the denial or termination of assistance, they can request a Fair Hearing within 60 

days. That process is described on the CSFP Application, the Eligibility Notification Form, and in the P&P 

Manual.



QUESTIONS?

Please contact us any time with questions or concerns:

Chelsea Donohue
Program Coordinator – Seniors
907.222.3125
cdonohue@foodbankofalaska.org
CSFP email: csfp@foodbankofalaska.org

Anthony Reinert

Director of Programs

907.222.3104

areinert@foodbankofalaska.org

Rebecca Guyer

Program & Agency Relations Lead

907.222.3100

rguyer@foodbankofalaska.org

FBA Fax:  907-277-7368 or 1-888-797-0095

mailto:cdonohue@foodbankofalaska.org
mailto:csfp@foodbankofalaska.org
mailto:areinert@foodbankofalaska.org
mailto:rguyer@foodbankofalaska.org

