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MATERIALS TO REQUEST AND REVIEW IN ADVANCE

	Material
	Action
	Review Section

	State Plan
	Review copy on file
	State Plan:
Questions 1-4; 
Worksheet #1

	Policy and Procedures Manual
	Request from State
	All sections as applicable

	Review Schedule
	Request from State
	Management Reviews: 
Questions 1, 3, 6

	Review Forms
	Request from State
	Management Reviews:
Question 2

	Warehouse and Distribution Contracts
	Request from State
	Agreements/Contracts
Question 4, 5, 6;
Worksheets #3 & #4

	State agency/Local agency agreements
	Request from State
	Agreements/Contracts:
Questions 2, 3;
Worksheet #2

	Local agency application
	Request from State
	Local Agency Selection and Termination:
Question 2

	All local agency certification forms and notices
	Request from State
	Notification by Local Agencies; Certification

	FNS-153 Reports and Inventory Calculators
	Download from FPRS; Review latest calculator on file
	Food Ordering and Inventory Management:
Questions 7, 8, 9

	SF-425A Report and Statement of Account
	Download from FPRS; Request from Regional Financial Management Office (if available)
	Reports and Recordkeeping, SF269A/SF-425 Report:
Question 1;
Financial Management, Financial Recordkeeping/Reporting:
Question 4

	FNS-191
	Download from FPRS
	Reports and Recordkeeping, FNS-191 Report:
Questions 1, 2

	WBSCM Multi-Food and Direct Shipment Receipt and Order Reports
	Download from WBSCM
	Food Ordering and Inventory Management:
Question 4, 10, 11

	Previous ME Reports
	Review copies on file
	All sections as applicable





	
STAFFING STANDARDS AND STATE AGENCY ADMINISTRATION [Parts 247.3, 247.5, and 250.2; 2 CFR Part 225 (OMB Circular A-87), Appendix B]


1. Obtain a copy of the State agency’s organizational chart or personnel list.  Complete the chart below for all State agency staff paid partially or in full with CSFP funds. 

	Name
	Position
	% Time  CSFP
	% Paid  CSFP

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



2. Do the responsibilities of the State agency staff listed above include more than one program?  If yes, answer questions 4-6 below. 



3. In the case of any State agency staff who work solely on CSFP, are the charges for their salaries and wages supported by periodic certifications that the employee or employees work solely on CSFP?  If so, are these certifications prepared at least semi-annually and signed by an employee or supervisory official with firsthand knowledge of the work performed the employee or employees  [2 CFR Part 225, Appendix B, Item 8(h)(3)]?



4. Does funding for salaries from various program sources correspond to time spent on each program? (Obtain a copy of documentation supporting the breakout of staff time and salaries.)   



5.	Unless a statistical sampling system or other substitute system has been approved by the cognizant Federal agency, does the State agency staff maintain personnel activity reports or equivalent documentation [2 CFR Part 225, Appendix B, Item 8(h)(4)]?

IF YES:  Do activity reports meet the following standards?  [2 CFR Part 225, Appendix B, Item 8(h)(5)]

_____	Reflect an after-the-fact distribution of the actual activity of each employee?
_____  Account for the total activity for which each employee is compensated?
_____  Are prepared at least monthly and coincide with one or more pay periods?
_____  Are signed by the employee?


6.	If budget estimates are used for interim accounting purposes: [2 CFR Part 225, Appendix B, Item 8(h)(5)(e)]

_____	Does the State agency’s system for establishing estimates produce reasonable approximations of the activity actually performed?
_____	At least quarterly, are comparisons of actual costs to budgeted distributions made based on the monthly activity reports? (or annually if the quarterly comparisons show the difference between budgeted and actual costs is less than ten percent)?
_____	Are the budget estimates revised at least quarterly, if necessary, to reflect changed circumstances?



7. 	Does the State agency provide sufficient staff to administer the Program?  [Part 250.2(c)]




8. Are there any vacancies?  If so, does the State agency have a timeframe for filling the vacancy(ies)?




9. How are staff trained?  




10. What areas of staff training, if any, could use improvement?






11. Has the State agency selected another agency(s) to perform Program functions on its behalf?  
Complete the following checklist of major State agency functions:

	State Agency Functions - Part 247.5(b)
	Delegated to Another Agency?

	Completing and submitting State Plan
	

	Selecting local agencies to administer the program in local areas
	

	Determining caseload needs and submitting requests to the Food and Nutrition Service (FNS)
	

	Assigning caseload and allocating administrative funds to local partners
	

	Establishing nutritional risk criteria and a residency requirement for participants, if such criteria are to be used
	

	Establishing a financial management system that effectively accounts for funds received for program administration
	

	Developing a plan for the detection and prevention of dual participation, in coordination with CSFP local agencies and with the State Special Supplemental Nutrition Program for Women, Infants, and Children (WIC) agency;
	

	Developing a plan for providing nutrition education to participants
	

	Establishing appeals and fair hearing procedures for local agencies and program participants
	

	Determining and pursuing claims, and establishing standards for pursuit of claims against participants
	

	Ensuring compliance with Federal audit requirements
	

	Providing guidance to local agencies, as needed
	

	Ensuring that program participation does not exceed the State agency's caseload allocation on an average monthly basis.
	



Regulatory Requirement: State Agencies cannot delegate reviews or the establishment of eligibility requirements to other agencies.  [Part 247.3(b)]

12. Has the State agency retained the responsibility to establish eligibility requirements and conduct reviews of local agencies?




13. Does the State agency have any unresolved issues from the prior ME and/or any open audit recommendations?  If yes, explain the actions taken or intended.


	
LOCAL AGENCY SELECTION AND TERMINATION [Parts 247.4, 247.7, 247.32, and 247.35; Policy Memorandum FD-118, “Automatic Revocation of Tax-Exempt Status”]


1. Describe the State agency’s process for selecting local agencies for participation in CSFP.  [Part 247.7]




2. Obtain a sample written application from an approved local agency.  Is the application consistent with Part 247.7(a)?




3. Does the State agency ensure that nonprofit organizations applying to participate in CSFP have tax-exempt status or have applied for tax-exempt status (unless organized/operated exclusively for religious purposes)?  If so, request documentation of agencies’ nonprofit status. [Part 247.7(a) and Policy Memorandum FD-118]




4. [bookmark: OLE_LINK5][bookmark: OLE_LINK6]Does the State agency check the IRS Automatic Revocation of Exemption List at least annually to ensure that local agencies participating in CSFP under agreement with the State agency do not appear on the list?




5. If applicable, does the State agency ensure that local agencies which have a CSFP agreement with another agency check the IRS Automatic Revocation of Exemption List at least annually to ensure that the agencies with which they have a CSFP agreement do not appear on the list?




6. If a local agency has appeared on the IRS Automatic Revocation of Exemption List, has the State or local agency followed the notification and termination provisions in Policy Memorandum FD-118?







Regulatory Requirement:  The State agency may terminate a local agency’s participation in CSFP, or may be required to terminate a local agency’s participation, in whole or in part, if the local agency does not comply with the requirements of 7 CFR 247.  The State agency must notify the local agency in writing of the termination, the reasons for the action, and the effective date, and must provide the local agency with an opportunity to appeal, in accordance with Part 247.35. [Part 247.32(b)(1)]


7. Has the State agency terminated a local agency’s participation in CSFP?  

If so:

· Describe the circumstances:



· Was the local agency notified in writing of the termination, the reasons for the action, and the effective date?



· Was the written notification provided at least 30 days prior to the effective date?  



· Did the State agency provide the local agency with an opportunity to appeal?



8. Since the last ME, has a local agency terminated its participation in CSFP?  [Part 247.32 (b)(2)]   

If so, describe the circumstances:



PROGRAM STATISTICS/CASELOAD MANAGEMENT [Parts 247.11 and 247.21; Policy Memorandum FD-099, “Questions and Answers about Waiting Lists and Caseload Management”]

 
Authorized Caseload:   _____________


	Actual Participation:
	month
	w-i-c
	elderly
	total
	% utilized

	(3 most recent months)
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	




1. Describe the State agency’s method for allocating caseload to local agencies.  How does the State ensure the method is fair and equitable?




2. Does the State agency effectively manage caseload to ensure fullest utilization of caseload? 

Describe:




3. Has the State agency provided guidance to local agencies on how to utilize a waiting list, when needed?

If so, what are the guidelines and are they effective?




4. Are any waiting lists in effect at the local level? 



STATE PLAN [Part 247.6]


1. Is a signed copy of the State Plan on file? [Part 247.6(a)]




2. Review the State Plan using Worksheet #1.  Does the State Plan include all required information?  Explain. [Part 247.6(c)]  Regulatory Requirement: The State agency must submit amendments to FNS to reflect any changes in program operations or administration described in the State Plan, to request additional caseload for the following caseload cycle, and to reflect changes in Federal law or policy. [Part 247.6(d)]






3. Does the State plan contain the most current information, i.e. Income Eligibility Guidelines (IEGs), site listing, etc.?  


If so, is the State ensuring that the current version is being used at the local level?  



If no, what amendments are needed? 












WORKSHEET #1
STATE PLAN

Date Approved:  _______________________

Signed by State agency official responsible for program administration?  Yes/No


	CONTENTS
	YES
	NO

	1. The names and addresses of all local agencies and sub-distributing agencies with which the State agency has entered into an agreement;
	
	

	2. The income eligibility standards to be used for women, infants and children, and the options to be used relating to income or other eligibility requirements;
	
	

	3. The nutritional risk criteria to be used, if the State chooses to establish such criteria;

	
	

	4. A description of plans for serving women, infants, children, and elderly participants and the caseload needed to serve them;

	
	

	5. A description of plans for conducting outreach to women, infants, children, and the elderly;

	
	

	6. A description of the system for storing and distributing USDA Foods;

	
	

	7. A description of plans for providing nutrition education to participants;

	
	

	8. A description of the means by which the State agency will detect and prevent dual participation, including collaboration with the State WIC agency, and a copy of the agreement signed with the State WIC agency to accomplish this;
	
	

	9. A description of the standards the State agency will use in determining if the pursuit of a claim against a participant is cost-effective;

	
	

	10. A description of the means by which the State will meet the needs of the homebound elderly; and

	
	

	11. Copies of all agreements entered into by the State agency.


	
	



Remarks:





AGREEMENTS/CONTRACTS [Parts 247.4, 247.28, 250.12, and 250.14; FNS Instruction 113-1]


1. Is a signed copy of the Federal-State Agreement (FNS-74) on file?  [Part 247.4(a)(1)]  





2. Is a signed copy of the State agency/local agency agreement on file for each local agency?  [Part 247.4(a)(2)]  





3. Review the State agency/local agency agreement using Worksheet #2.  Does the agreement contain all required terms/conditions? [Parts 247.4(b) and (c)]  





4. If the State agency contracts with a commercial facility to store USDA Foods, review the storage facility contract using Worksheet #3.  Does the contract contain all required terms/conditions? [Part 250.14(d)]  





5. If the State agency contracts with a commercial carrier for the transportation of USDA Foods, review the carrier contract using Worksheet #4.    Does the contract contain all required terms/conditions?   [Part 250.12]  





6. If a local agency contracts with a commercial storage facility, does the State agency ensure that the contract includes all terms/conditions required by Part 250.14(d)?  Refer to Worksheet #3. 






WORKSHEET #2								Effective Period:  
STATE AGENCY/LOCAL AGENCY AGREEMENTS    		                                              

	TERMS/CONDITIONS
	YES
	NO

	An assurance that each agency will administer the program in accordance with the provisions of this Part and with the provisions of Part 250 of this chapter, unless they are inconsistent with the provisions of Part 247;
	
	

	An assurance that each agency will maintain accurate and complete records for a period of three years from the close of the fiscal year to which they pertain, or longer if the records are related to unresolved claims actions, audits, or investigations;
	
	

	A statement that each agency receiving USDA Foods for distribution is responsible for any loss resulting from improper distribution, or improper storage, care, or handling of USDA Foods;
	
	

	A statement that each agency receiving program funds is responsible for any misuse of program funds;
	
	

	A description of the specific functions that the State, sub-distributing, or local agency is delegating to another agency; 
	
	

	A statement specifying that either party may terminate the agreement by written notice to the other; and the minimum number of days of advance notice that must be given (must be at least 30 days).  
	
	

	An assurance that the local agency will provide, or cause to be provided, nutrition education to participants;
	
	

	An assurance that the local agency will provide information to participants on other health, nutrition, and public assistance programs, and make referrals as appropriate;
	
	

	An assurance that the local agency will distribute USDA Foods in accordance with the approved food package guide rate;
	
	

	An assurance that the local agency will take steps to prevent and detect dual participation;
	
	

	The names and addresses of all certification, distribution, and storage sites under the jurisdiction of the local agency; and
	
	

	An assurance that the local agency will not subject any person to discrimination under the program on the grounds of race, color, national origin, age, sex, or disability.
	
	



WORKSHEET #3
STORAGE FACILITY CONTRACT


Facility Name:  ____________________________________________

Facility Address:  __________________________________________

	TERMS/CONDITIONS
	YES
	NO

	The distribution and use of USDA Foods is in accordance with 7 CFR Part 250.
	
	

	The storage facility is responsible to the distributing agency for any improper distribution or use of USDA Foods or for any loss of, or damage to, USDA Foods caused by its fault or negligence.
	
	

	Assurance that the storage facility will be maintained in accordance with the standards specified in Part 250.14(b) as detailed below:
· is sanitary and free from rodent, bird, insect and other animal infestation;
· safeguards against theft, spoilage and other loss;
· maintains USDA Foods at proper storage temperatures; 
· stocks and spaces foods in a manner so that USDA Foods are readily identified;
· stores USDA Foods off floor in a manner to allow for adequate ventilation; and
· takes other protective measures as may be necessary.
	
	

	Evidence that USDA Foods shall be clearly identified.

	
	

	Assurance that an inventory system will be maintained and an annual physical inventory will be conducted, and reconciled with the inventory records;
	
	

	Beginning and ending dates of the contract:    
Start Date   ____________________             Contract is in year _____ of _____
End Date:   ____________________ 
	
	

	A provision for immediate termination of the contract due to non-compliance on the part of the warehouse management.
	
	

	A provision allowing for termination of the contract for cause by either party upon 30 days written notification.
	
	

	The amount of any insurance coverage which has been purchased to protect the value of food items which are being stored.
	
	

	Express written consent for inspection and inventory by the distributing agency, subdistributing agency, recipient agency, the Comptroller General, the Department or any of their duly authorized representatives.
	
	



*Note:  Distributing agency agreements with storage facilities must be effective for no longer than five years, including optional years extending a contract. 

WORKSHEET #4
CARRIER CONTRACT


Carrier Name:  ____________________________________________

Address:  _________________________________________________

Beginning and ending dates of the contract:    

Start Date   ____________________             Contract is in year _____ of _____
End Date:   ____________________  



	TERMS/CONDITIONS
	YES
	NO

	The distribution and use of USDA Foods is in accordance with 7 CFR Part 250.

	
	

	The carrier is responsible to the distributing agency for any improper distribution or use of USDA Foods or for any loss of, or damage to, USDA Foods caused by its fault or negligence.
	
	



*Note:  Distributing agency agreements with carriers can be in effect for not longer than one year, and must provide that they may be extended at the option of both parties for two additional one-year periods.  Additionally, the contract may be terminated for cause by either party upon 30 days written notification.






















NOTIFICATION BY LOCAL AGENCIES [Parts 247.11, 247.15, 247.16, 247.17, and 247.20]

ELIGIBILITY  [Part 247.15]

1. Does the State agency ensure that local agencies notify applicants of their eligibility or ineligibility for CSFP benefits, or their placement on a waiting list, within 10 days from the date of application? 

  

2. Does the notification of eligibility used by local agencies include:

____ Information on the time, location and means of food distribution?  
____ The length of the certification period?  


INELIGIBILITY  [Part 247.15]

1. Is written notification of ineligibility provided by local agencies?



2. Does the notification of ineligibility used by local agencies include the following:

____ The reason the applicant is not eligible?  
____ A statement of the individual’s right to a fair hearing to appeal the decision?  
____ A statement that informs the applicant that program standards are applied without discrimination by race, color, national origin, age, sex or disability?  


EXPIRATION OF CERTIFICATION  [Part 247.16(d)]

1. Does the State agency ensure that local agencies notify program participants in writing at least 15 days before the expiration date that eligibility for the program is about to expire? 



2. Does this notification include a statement that informs the applicant that program standards are applied without discrimination by race, color, national origin, age, sex or disability?




DISCONTINUANCE OF PARTICIPANT (during the certification period) [Part 247.17]

1. Does the State agency ensure that local agencies provide a participant with a written notification of discontinuance at least 15 days before the effective date of discontinuance 1) when the participant is no longer eligible for CSFP benefits during the certification period, or 2) due to the lack of resources necessary to continue providing benefits to the participant?  Describe method.



2. Does the notification of discontinuance include the following:
 
____ The effective date of discontinuance?
____ The reason for the discontinuance? 
____ A statement of the individual’s right to appeal the discontinuance through the fair hearing process?
____ A statement that informs the applicant that program standards are applied without discrimination by race, color, national origin, age, sex or disability?  


DISQUALIFICATION  [Part 247.20(c)]

1. Does the State agency ensure that local agencies provide the individual with written notification of disqualification from CSFP at least 15 days before the effective date of disqualification?  Describe method.



2. Does the notification include the following information:

____ The effective date and period of disqualification? 
____ The reason for the disqualification? 
____ A statement that the individual may appeal the disqualification through the fair hearing process? 


PLACEMENT ON A WAITING LIST  [Part 247.11]

1. Does the State agency ensure that local agencies notify applicants of their placement on a waiting list within 10 days of their request for benefits?  Describe method.


2. Do waiting lists include the following information:

____ The date of the application? 
____ Contact information? 



CERTIFICATION [Parts 247.5, 247.8, 247.9, 247.12, 247.13, and 247.16]

Regulatory Requirement: Section 4102 of the Farm Bill amended the eligibility requirements of the CSFP.  As a result, State and local agencies must phase out the participation of women, infants, and children in CSFP and transition it to a low-income elderly-only program.  Women, infants, and children who apply to participate in CSFP on February 7, 2014 or later may not be certified to participate in the program.  [“CSFP – Implementation of the Agricultural Act of 2014 (P.L. 113-79)”]


CERTIFICATION PERIODS  [247.16]

Note transition to elderly-only program.  See above shaded text box and implementation memorandum for additional details.


1. For new applicants, are only elderly applicants being certified to participate in the program?  If No, please explain:



2. Has the State agency established the appropriate certification periods for:
____ Elderly persons, not to exceed six months in length?
____ Pregnant women, for the duration of the pregnancy and up to six weeks post-partum?
____ Other women, not to exceed six months in length?
____ Infants and children, not to exceed six months in length?


3. (Optional) For elderly participants, does the State agency authorize local agencies to extend the certification period without a formal review of eligibility for additional 6-month periods, as long as the following conditions are met:
____ The person’s address and continued interest in receiving program benefits are verified?
____ The local agency has sufficient reason to believe that the person still meets the income eligibility standards? 




3. Does the State agency ensure that local agencies serve a participant who moves from another area to an area served by CSFP (if their certification period has not expired)?






APPLICATION  [Parts 247.8, 247.12 and 247.13]

1. Obtain a copy of the State agency’s application form.  If a standard form is not in use statewide, obtain copies of all application forms used by local agencies.  Review the application form(s) using Worksheet #5.  Does the application contain all required terms/conditions?  



2. Complete Worksheet #6.  Do local agencies inform applicants of their rights and responsibilities orally or in writing?  



3. If a significant proportion of the population in an area is comprised of non-English or limited-English speaking persons with a common language, does the State agency ensure that local agencies inform such persons of their rights and responsibilities in the program, in an appropriate language, and provide other program information (except application forms) to such persons in their appropriate language?



ELIGIBILITY  [Parts 247.5 and 247.9]

Regulatory Requirement: Per Part 247.5, State agencies are responsible for establishing program eligibility requirements within the parameters outlined in Part 247.9.  Income guidelines must be updated each year immediately upon receipt of the elderly income guidelines issued by FNS via memorandum.  FNS bases the memorandum on the annual adjustment to the Federal poverty guidelines. Note the income limits for women, infants, and children should be used only for the recertification of women, infants, and children who remain eligible to receive CSFP benefits as outlined in the memorandum “CSFP – Implementation of the Agricultural Act of 2014 (P.L. 113-79)”.


1. What are the State agency’s income eligibility guidelines for women, infants, and children, and for elderly persons?



2. Does the State agency implement adjusted income guidelines for elderly applicants immediately upon receipt of the annual adjustments of the Federal poverty income guidelines, and at the same time as the WIC agency for women, infants, and children?



3. What guidance has the State agency provided local agencies regarding eligibility requirements (such as categorical eligibility, income exclusions, and averaging income)? 
 




4. (Optional) Does the State agency require individuals be at nutritional risk, as determined by a physician or by local agency staff, to be eligible for CSFP?



OTHER PUBLIC ASSISTANCE PROGRAMS  [Part 247.14]

1. Complete Worksheet #7.  Does the State agency make local agencies aware of the requirement to provide all applicants with information, in writing, regarding other public assistance programs?  



2. Does the State agency monitor local agency compliance with these requirements?  If so, how?

WORKSHEET #5
APPLICATION FORM


	CONTENT
	YES
	NO

	The name and address for each applicant;

	
	

	The form of identification presented by each applicant;

	
	

	Household income, except where the applicant is determined to be automatically eligible under Parts 247.9(b)(1)(i) and (b)(1)(ii);
	
	

	Household size, except where the applicant is determined to be automatically eligible under Parts 247.9(b)(1)(i) and (b)(1)(ii); 
	
	

	Other information related to eligibility, such as age or pregnancy, as applicable; and
	
	

	The following pre-printed statement:

This application is being completed in connection with the receipt of Federal assistance. Program officials may verify information on this form. I am aware that deliberate misrepresentation may subject me to prosecution under applicable State and Federal statutes. I am also aware that I may not receive both CSFP and WIC benefits simultaneously, and I may not receive CSFP benefits at more than one CSFP site at the same time. Furthermore, I am aware that the information provided may be shared with other organizations to detect and prevent dual participation. I have been advised of my rights and obligations under the program. I certify that the information I have provided for my eligibility determination is correct to the best of my knowledge.

I authorize the release of information provided on this application form to other organizations administering assistance programs for use in determining my eligibility for participation in other public assistance programs and for program outreach purposes. (Please indicate decision by placing a checkmark in the appropriate box.) 

YES [  ] 
NO [  ]

Signature  _________________________________________________

	
	

	A two question format to collect the data required for the FNS-191 report.  The first question addresses the participant’s ethnicity.  The second addresses the participant’s race

1) What is your ethnic category? (select only one)
                               ______Hispanic or Latino
                               ______Not Hispanic or Latino

2) What is your race?(select one or more)
           ______American Indian or Alaska Native
           ______Asian
           ______Black or African American
           ______Native Hawaiian or Other Pacific Islander
           ______White

	
	

	The current nondiscrimination statement:  
“The U.S. Department of Agriculture prohibits discrimination against its customers, employees, and applicants for employment on the bases of race, color, national origin, age, disability, sex, gender identity, religion, reprisal, and where applicable, political beliefs, marital status, familial or parental status, sexual orientation, or all or part of an individual’s income is derived from any public assistance program, or protected genetic information in employment or in any program or activity conducted or funded by the Department.  (Not all prohibited bases will apply to all programs and/or employment activities.)

“If you wish to file a Civil Rights program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, found online at http://www.ascr.usda.gov/complaint_filing_cust.html, or at any USDA office, or call (866) 632-9992 to request the form.  You may also write a letter containing all of the information requested in the form.  Send your completed complaint form or letter to us by mail at U.S. Department of Agriculture, Director, Office of Adjudication, 1400 Independence Avenue, S.W., Washington, D.C. 20250-9410, by fax (202) 690-7442 or email at program.intake@usda.gov.

“Individuals who are deaf, hard of hearing or have speech disabilities may contact USDA through the Federal Relay Service at (800) 877-8339; or (800) 845-6136 (Spanish).

“USDA is an equal opportunity provider and employer.”

	
	




WORKSHEET #6
APPLICANTS RIGHTS AND RESPONSIBILITIES


	Does the local agency inform each applicant, orally or in writing, of the following:
	YES
	NO

	The local agency will provide notification of a decision to deny or terminate CSFP benefits, and of an individual’s right to appeal this decision by requesting a fair hearing;
	
	

	The local agency will make nutrition education available to all adult participants, and to parents or caretakers of infant and child participants, and will encourage them to participate;
	
	

	The local agency will provide information on other nutrition, health or assistance programs, and make referrals as appropriate;
	
	

	Improper use or receipt of CSFP benefits as a result of dual participation or other program violations may lead to a claim against the individual to recover the value of the benefits, and may lead to disqualification from CSFP; and
	
	

	Participants must report changes in household income or composition within 10 days after the change becomes known to the household.
	
	





























WORKSHEET #7
OTHER PUBLIC ASSISTANCE PROGRAMS

Regulatory Requirement: Section 4102 of the Farm Bill amended the eligibility requirements of the CSFP, transitioning it to a low-income seniors-only program.  Any women, infants, or children seeking to apply for CSFP benefits should be referred to WIC, the Supplemental Nutrition Assistance Program (SNAP), and other nutrition assistance programs for which they may be eligible.  CSFP State and local agencies should therefore coordinate with these programs to ensure clients receive the assistance they need. [Policy Memorandum “CSFP – Implementation of the Agricultural Act of 2014 (P.L. 113-79)]


Women, Infants and Children Applicants

	Does the State agency make local agencies aware of, and monitor compliance with, the requirement to provide women, infants, and children applicants with written information on the following programs, and make referrals as appropriate?  [Part 247.14(a)]
	YES
	NO

	The WIC Program (if WIC-eligible)

	
	

	The Medicaid Program and other health insurance programs for low-income households in the State, including materials showing the income standards utilized in the Medicaid Program
	
	

	The Temporary Assistance for Needy Families (TANF) program

	
	

	The Child Support Enforcement Program

	
	

	SNAP

	
	




Elderly Applicants

	Does the State agency make local agencies aware of, and monitor compliance with, the requirement to provide elderly applicants with written information on the following programs, and make referrals as appropriate?  [Part 247.14(b)]
	YES
	NO

	Supplemental Security Income benefits

	
	

	Medical assistance provided under Title XIX of the Social Security Act, including medical assistance provided to a qualified Medicare beneficiary
	
	

	SNAP

	
	




DUAL PARTICIPATION AND PROGRAM VIOLATIONS [Parts 247.19, 247.20, and 247.6(c)(8)]
 
Program violations in CSFP include:                                                                                     [Part 247.20]
· Intentionally making false or misleading statements, orally or in writing;
· Intentionally withholding information pertaining to eligibility in CSFP;
· Selling USDA Foods or exchanging them for non-food items;
· Physical abuse, or threat of physical abuse, of program staff; or
· Committing dual participation

For purposes of CSFP, fraud includes: 
· Intentionally making false or misleading statements to obtain USDA Foods;
· Intentionally withholding information to obtain USDA Foods; or
· Selling USDA Foods, or exchanging them for non-food items.


1. What procedures are in place between the State agency and the State WIC agency to prevent/detect dual participation between CSFP/WIC?  [Part 247.6(c)(8)]




2. Do these procedures agree with the terms of the State agency/State WIC agency agreement included in the State Plan?




3. What procedures are in place to prevent/detect dual participation between CSFP agencies?




4. Has any CSFP participant been found to be committing dual participation?  

If so:

____ Was the individual given at least 15 days written notice before the effective date?  [Part 247.20]
____ Was the participant discontinued from one of the programs, or from participation at one of the sites, and given the opportunity to appeal the discontinuance through the fair hearing process? 
____ If the dual participation occurred as a result of a participant making false or misleading statements, or intentionally withholding information, did the local agency initiate a claim against the participant and disqualify the participant from CSFP (unless the local agency determined that disqualification would result in a serious health risk)?




5. (Optional) In the event of program violations other than fraud, does the State agency require local agencies to disqualify participants for a period of up to one year, unless the disqualification would result in a serious health risk?




6. For program violations that involve fraud, does the State agency require local agencies to disqualify the participant from CSFP for a period of up to one year, unless the local agency determines that disqualification would result in a serious health risk, or permanently for a participant who commits three violations involving fraud? 



NUTRITION EDUCATION [Part 247.18]

1. Has the State agency established a nutrition education plan?  




2. Does the State agency ensure that local agencies provide nutrition education to participants in accordance with its plan?  If so, how?




3. Has the State agency established an evaluation procedure to ensure that the nutrition education provided is effective?  

If yes:
____ Does the evaluation procedure include participant input?
____ Is the evaluation procedure directed by a nutritionist or other qualified professional?
____ Who conducts the evaluation?
 

4. Does the State agency ensure that local agencies provide nutrition education that includes the following information:  [Part 247.18(b)]

_____	Nutritional value of USDA Foods and their relationship to the dietary needs of the population groups served;
_____	Nutritious ways to use USDA Foods;
_____	Special nutritional needs of participants and how these needs may be met;
_____	For pregnant and postpartum women, the benefits of breastfeeding;
_____	The importance of health care, and the role nutrition plays in maintaining good health; and
_____	The importance of the use of the foods by the participant to whom they are distributed, and not by another person.


5. Does the State agency permit the use of USDA Foods to conduct cooking demonstrations as part of the nutrition education provided to participants?




6. (Optional) Has the State agency communicated to local agencies that USDA Foods can be used in cooking demonstrations?





MANAGEMENT REVIEWS [Parts 247.34, 250.14, and 250.19]

1. Request a copy of the State’s review schedule.  Does the State agency perform an on-site review of all local agencies, and of all storage facilities utilized by local agencies, at least once every two years?  [Part 247.34(a)]  



2. Obtain a copy of the State agency’s review form.  As part of the on-site review, does the State agency evaluate all aspects of program administration, including:  [Part 247.34(a)]

_____	certification procedures		_____	food storage practices
_____	nutrition education			_____	inventory controls		
_____	civil rights compliance		_____   financial management systems
(including spot checks of source documentation for claimed costs)

3. Does the State agency record all deficiencies identified during the review and institute follow-up to ensure that local agencies correct all deficiencies within a reasonable period of time?  [Part 247.34(b)]  



4. Are files documented to support all actions taken from the on-site review through the implementation of corrective action (where necessary)? 



5. Does the State agency evaluate program administration on an ongoing basis by reviewing financial reports, audit reports, food orders, inventory reports, and other relevant information?  [Part 247.34(a)] 



6. If applicable, does the State agency review all State-level storage facilities annually and ensure that local agencies conduct annual reviews of their contracted storage facilities?  [Parts 250.19(b)(1)(iii) and 250.14(e)]  


____ Is documentation of the storage facility review maintained on file at the State or local level as appropriate?
____ Is a physical inventory taken as part of the review, and reconciled with the storage facility’s book inventory? 




FOOD ORDERING AND INVENTORY MANAGEMENT [Parts 247.28, 250.13 and 250.14; FD-062, “Electronic Receipting for USDA Direct and Multi-Food Shipments (Revised)”; FD-107, “Storage and Inventory Management of USDA Donated Foods”]

1. Describe the process the State agency uses to select the types and quantities of USDA Foods to order.





2. Has the State agency rolled the Web-Based Supply Chain Management System (WBSCM) down to local agencies for ordering or does it have plans to do so?





3. Describe the State agency’s distribution system (e.g., is State-level warehousing provided and/or are USDA Foods shipped directly to local agency facilities).





4. Check quantities ordered on WBSCM multi-food requisition reports.  Is the State agency or local agency ordering USDA Foods on multi-food requisitions in quantities that could be supported by direct shipments?





5. If the State agency is not ordering direct shipments for CSFP, could they do so by arranging split shipments between CSFP sites, with other household program outlets, or with adjoining States?  [Note: Direct orders can have two stops plus a final stop, and each drop must equal at least ¼ truck.]





6. If State-level warehousing/distribution is used for CSFP, review delivery paperwork for the quantities shipped to local agencies.  Are any items routinely delivered through the State’s warehouse that could instead be shipped directly to local agencies from USDA, i.e., are there local agencies that can accept at least ¼ truck of any item?




7. Check the quantity of USDA Foods available.   Do ordering procedures ensure sufficient USDA Foods are available to meet food package needs?  





8. Check recent inventory calculators.  Are there instances where inventory is not sufficient (less than one month’s supply) or excessive (greater than six months’ supply)?  Has the State agency taken appropriate steps to address insufficient/excessive inventory?  Note: Recommended inventory levels are between 2 and 2.5 months.





9. Has the State agency taken steps to reduce excess inventories of infant products, if applicable? [Policy Memorandum, “CSFP – Implementation of the Agricultural Act of 2014 (P.L. 113-79)”]





10. Do all receiving entities (State-level warehouses, local agencies) enter Goods Receipts for USDA Foods shipments in WBSCM, or does the State agency enter receipts on their behalf?  Are shipments receipted for within two calendar days of delivery as required by Policy Memorandum FD-062?





11. Review multi-food and direct order reports in WBSCM.  Does the State have any outstanding orders that have not been receipted for?





12. What are the procedures for verifying receipt of USDA Foods?





13. (Optional) Has one person and a backup been designated to maintain ordering and inventory records?





14. What action is the State agency taking to ensure proper food storage practices?  [Parts 247.28 and 250.14(b); Policy Memorandum FD-107, “Storage and Inventory Management of USDA Donated Foods”]

____  Is a first-in-first-out (FIFO) system of inventory management being used by all distributing and recipient agencies to ensure that USDA Foods are being distributed in a timely manner and in optimal condition? How is this monitored?

____ Are all products stored so they are readily available, accessible, and in good condition?
____ Are proper security measures in place to ensure product may not be stolen or tampered with?
     ____ Are storage facilities sanitary and free from rodent, bird, insect, and other animal infestation?
     ____ Are storage facilities safeguarded against theft, spoilage, and other loss?
     ____ Is food stocked and spaced in a manner so that USDA Foods are readily identified?
     ____ Are USDA Foods stored off the floor in a manner to allow for adequate ventilation?
     ____ Are other protective measures taken, as necessary?


HOLDS and RECALLS


Holds and Recalls

Complete the following chart by checking WBSCM. When setting up WBSCM users, the administrator indicates whether the user is a recall contact and/or has a recall role. Users identified as recall contacts must enter the devices, in order of preference, for recall notification. Recall specialists will have access to the WBSCM recall response form, but are not required to enter devices. Identify type of recall device (e.g., work phone, work e-mail, cell phone) for each recall contact.

	
Name
	Recall Contact?
	Recall
Device 1
	Recall
Device 2
	Recall
Device 3
	Recall Specialist

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	




1. Has the State agency designated sufficient staff as recall contacts and assigned sufficient users the recall role in WBSCM?



2.  Have staff selected a combination of work/home devices to permit notification on evenings/weekend?  



3.  Has the State agency been involved in a USDA Foods hold/recall during the review period?  

If so, what method of notification was used and how long did it take for the State agency to notify Local agencies?



4.  Describe the State agency’s system for tracking the movement of USDA Foods within the State.  Does this system permit the State to quickly locate suspect food?

(Optional) To confirm that the State agency’s system allows for food to be quickly located, the reviewer(s) may choose to perform a mock recall by selecting a product (e.g. Cheese 100035) and a delivery date range (for direct shipments) or multi-food requisition numbers (for multi-food orders), and asking that the State provide a detailed account of where the product is and in what quantities. 



5.  Describe the information or training the State agency has provided regarding the USDA Foods hold and recall process.


USDA FOODS DISTRIBUTION [Part 247.10]

1. Do local agencies distribute food packages to participants each month, or a two-month supply of USDA Foods every other month (bi-monthly issuances), or a combination of both? [Part 247.10(a)]




2. What percentage of participants receive bi-monthly issuances?




3. For bi-monthly issuances, in what months are USDA Foods delivered?  Are issuances staggered or uniform?




4. Does the State agency ensure that USDA Foods are distributed in accordance with the food package guide rates established by FNS?



Regulatory Requirement:  Per Part 247.10(b), local agencies must require each participant, or participant’s proxy, to present identification to receive USDA Foods.

5. Does the State agency require local agencies to obtain some form of identification from each participant, or participant’s proxy, before distributing USDA Foods to that person? 




6. Does the State agency ensure that local agencies do not require, or request, that participants make any payments, or provide any materials or services, in connection with the receipt of USDA Foods?  [Part 247.10(c)] 





REPORTS AND RECORDKEEPING [Part 247.29]


1. Are records retained for a period of three years following the close of the fiscal year to which they pertain – or longer if they are related to unresolved claims actions, audits, or investigations?  [Part 247.29(a)] 



FNS-153 REPORT  [Part 247.29(b)(2)]Regulatory Requirement: The State agency must submit the FNS-153 on a monthly basis and the report must be submitted within 30 days after the end of the month being reported for.  Due dates for specific reporting months are available online on the Food Programs Reporting System (FPRS) website.


1. Are FNS-153 Reports entered and certified in FPRS by the due date each month?



2. Compare selected report data to source documentation (ie: receipts, physical inventories, etc.).  Are FNS-153 Reports accurate?



3. Compare amounts issued to participation and issuance rates for select food groups.  Does it appear that agencies are offering participants the correct quantities?



4. If applicable, are two-month issuances reported correctly?



5. Are adjustments and food losses reasonable?



FNS-191 REPORT  [Part 247.29(b)(3)]
Regulatory Requirement: Local agencies must submit a report of racial/ethnic participation each year, using the FNS-191.  Data for the month of April must be used.  State agencies must submit the form to the appropriate Regional Office by the 31st of July.


1. Were the most recent FNS-191 Reports entered and certified in FPRS by the due date?



2. Did the FNS-191 Reports accurately reflect participation as reported by each local agency on the FNS-153 Report?



SF-269A/SF-425 REPORT  [Part 247.29(b)(1)]
Regulatory Requirement: Per CSFP Regulations at 247.29(b)(1), the State agency must submit the SF-269A to report the financial status of the program at the close of the fiscal year.  This report must be submitted within 90 days after the end of the fiscal year.  In 2010, the SF-269A was replaced by the SF-425 Form.  Due dates for each fiscal year are available online on the FPRS website.


1. Was the SF-425 Report for the most recently completed fiscal year entered and certified in FPRS by the due date? 



2. Check the final caseload and administrative grants memorandum for the State’s total administrative funding.   Is the reported data reasonable and accurate?






FINANCIAL MANAGEMENT [Parts 247.22, 247.23, 247.25, 247.26, 247.27, 250.15, 3016.32 and 3019.34]

ADMINISTRATIVE FUNDS  
	
1. If funds in excess of those allowed by formula (use Worksheet #8 to calculate) were retained for State-level use, was approval requested and granted by the FNS Regional Office?  [Part 247.23(b)]

If yes, was the actual amount of funds retained at the State, the amount approved by the Regional    Office?



2. For the most recently completed fiscal year, were all funds obligated by September 30? [Part 247.26] 



3. Are any State-level costs (other than salaries, which are covered under Section I) allocated between CSFP and any other program(s)?  If so, does the distribution of costs appear to be reasonable?  [Part 247.23(b)]  



4. Describe the process for allocating funds to local agencies.  Is the process fair and equitable?  [Part 247.23(c)] 



5. Has prior approval been obtained from FNS for capital expenditures with a cost per unit of at least $5,000?  [Part 247.25(c)]  



6. Are local agencies provided advances or reimbursement of expenses?  Describe payment procedures and documentation required.



7. Are funds disbursed to local agencies in a timely manner?



FINANCIAL RECORDKEEPING/REPORTING [Parts 247.25 and 247.29]

1. Is there a clear audit trail of all program funds received and expended?  If so, explain.




2. Does the State agency use administrative funds only for allowable costs?



3. Compare source documentation to financial data reported on the FNS-153 Report.  Does the State agency properly identify costs at the end of each quarter on the FNS-153 report?



4. Compare source documentation to financial data reported on the SF-425 Report.  Does the State agency properly identify costs at the end of the fiscal year on the report?



PROGRAM INCOME [Parts 247.25(e) and (f), and 250.15]

1. If income is generated from Program activities (e.g., the sale of pallets or the salvage of USDA Foods), does the State agency use this income for allowable program costs?  Is it properly documented?  Please explain.



2. If funds are recovered as a result of claims action, does the State agency use these funds for allowable program costs?  Is it properly documented?  Please explain.



3. Are all funds accruing from the sale of containers, packing materials, salvage of donated foods, distribution charges, insurance, or recoveries of claims for the loss or damage of donated foods maintained in a salvage account or returned to USDA, as applicable?



4. Did the State agency maintain records documenting the receipt and expenditures of funds? (Review documentation to determine if all expenditures were allowable.)



5. Did the State agency obtain prior approval from the FNS Regional Office for each deposit to and expenditure from the salvage fund which is in excess of $2,500?




PROPERTY MANAGEMENT  [Parts 247.25(d), 3016.32(d), and 3019.34(f)]

1. Does the State agency comply with applicable procurement standards when purchasing equipment with Program funds?



2. Does the State agency ensure that local agencies comply with applicable procurement standards when purchasing equipment with Program funds?



3. Does the State agency have a current inventory of all equipment purchased in whole or in part with CSFP funds and ensure that local agencies maintain such an inventory (if applicable)?  



4. If yes, does the property inventory include the following information? 

_____	Description of the property
_____	Serial number or other ID number
_____	The source of property
_____	Who holds title
_____	Acquisition date
_____	Cost of the property
_____	Percentage of Federal participation in the cost of the property
_____	Location
_____	Use and condition 
_____	Disposition data (if any) including the date of disposal and sale price of the property


5. Is a physical inventory of property taken and reconciled with property records at least once every two years?


WORKSHEET #8
ADMINISTRATIVE FUNDINGRegulatory Requirement: Per Part 247.23, State agencies may only retain administrative funding for their own use in the amounts determined by the formula below or a maximum of $30,000, if the administrative grant exceeds $400,000.  All other funds must be provided to local agencies.  State agencies may request approval from FNS to retain a larger amount.  However, in making its request, the State agency must provide justification of the need for the larger amount at the State level, and must ensure that local agencies will not suffer undue hardship as a result of a reduction in administrative funds.


CURRENT FISCAL YEAR 

Administrative Grant			=	$ __________________


15 percent of the first $50,000		=	$ __________________


10 percent of the next $100,000	=	$ __________________


5 percent of the next $250,000		=	$   __________________


Maximum State-level funds:		=	$   __________________


----------------------------------------------------------------------------------------------------------------------------

PRIOR FISCAL YEAR

Administrative Grant			=	$ __________________


15 percent of the first $50,000		=	$ ___________________


10 percent of the next $100,000	=	$ ___________________


5 percent of the next $250,000		=	$ __________________


Maximum State-level funds:		=	$ __________________






AUDITS [Part 247.31]

1. Obtain a copy of the State agency’s latest audit.  Were any CSFP financial or program deficiencies identified? 

If yes, were appropriate corrective actions implemented?




2. Does the State agency have procedures in place to ensure all local agencies are aware of audit requirements as prescribed in 7 CFR Part 3052?   If so, describe these procedures.




3. Does the State agency provide local agencies with information identifying the dollar value of CSFP administrative funds and USDA Foods distributed to them (and/or advise local agencies about how to obtain USDA Foods values in WBSCM)?




4. Does the State agency verify that local agencies have met Federal audit requirements, if applicable?




5. For audit reports containing CSFP findings, does the State agency follow up to ensure the local agency implements appropriate and timely corrective actions?





CLAIMS  [Parts 247.30 and 250.15; FNS Instruction 410-1, Rev. 2]

STATE AGENCY CLAIMS

1.  Has FNS pursued a claim against the State agency for the improper distribution, loss, or damage of USDA Foods?  If so, how was the claim resolved? [Parts 247.30 and 250.15]



STORAGE FACILITY AND/OR LOCAL AGENCY FOOD LOSS CLAIMS [FNS Instruction 410-1, Rev. 2]

1. Does the State agency require local agencies to report all losses regardless of cause or dollar value?



2. Does the State agency investigate all losses of USDA Foods, or improper use or loss of funds, regardless of the value of the loss, in order to determine if a claim must be pursued against the party responsible for the loss?



3. Does the State agency complete claim determinations within 30 days from the date of discovery of the loss, or from the date that information was first received indicating that the loss had occurred, whichever is later?



4. Does the State agency establish the following as part of claim determinations:
____ The types and quantities of USDA Foods lost?
____ The value of the USDA Foods lost, or the amount of funds improperly used or lost?
____ The date and location of the loss, to the extent they can be determined?
____ The cause, including if theft, embezzlement, or fraud was involved?
____ The party responsible for the loss, if any?

5.  Has the State agency notified the FNS Regional Office of all losses valued in excess of $500 (including instances where the State agency was responsible for the loss) where the loss resulted from action or negligence by a specific party or through failure to comply with the provisions of an agreement or contract?



6.  For losses valued in excess of $500 that resulted from action or negligence by a specific party (other than the State agency), did the State agency pursue a claim against the responsible party?  If NO, skip to question 11.



7.  	Did the notification/demand for payment include the following required information:
____ A description of the loss?
____ The type(s) and quantity(s) of the USDA Foods lost?
____ The value of the loss?
____ The date, location and cause of the loss, if determined?
____ Evidence and documentation relating to the loss, including a certificate of inspection by health officials, as applicable?
____ Evidence of theft, embezzlement, willful misapplication, or fraud, if applicable?
____ A formal demand that the responsible party make a payment to the State agency for the full value of the loss by a date not to exceed 30 days from the date of the notification/demand for payment?


8.  Was the claim resolved in accordance with one or more of the following options: 
____ Adjusted based on information provided by the responsible party?
____ Followed up with second notification/demand for payment within 60 days of original demand of payment/request for adjustment or other appeal not received after 30 days?
____ Forwarded to FNS Regional Office upon receipt of a request to compromise, forgive, suspend or waive the claim or at the direction of the FNS Regional Office?
____ Replacement?
____ Funds collected and used to pay administrative costs?
____ Funds collected and deposited in a salvage account?


9.    Did the State agency ensure that corrective actions were taken by the responsible party to prevent future losses?



10.  Did the State agency include (or plan to include) a review of corrective actions taken in its next required on-site review of the responsible party?



11.  Does the State agency maintain accurate and complete records on losses and claims?






PARTICIPANT/RECIPIENT CLAIMS [Part 247.30]

1. Has the State agency instructed local agencies to initiate claims against any participant who fraudulently receives or uses USDA Foods?



2. Has the State agency established standards for determining when the pursuit of a recipient claim is cost–effective, and ensured that local agencies use these standards when determining if a claim is to be pursued?



3. To the State agency’s knowledge, have any local agencies pursued a recipient claim?  

If yes:

____ Did the local agency issue a letter demanding repayment?
____ Was the participant advised of the opportunity to appeal the claim through the fair hearing process?
____ Was the participant disqualified from CSFP for a period of up to one year, unless it was determined that disqualification would result in a serious health risk?
____ Did the local agency maintain all records regarding claims action taken against participants?





CIVIL RIGHTS [Part 247.37; FNS Instruction 113-1; Policy Memorandum FD-113, “Civil Rights Training Requirements for Volunteers”]


A.  Pre-Award Compliance ReviewA Pre-Award Compliance Review is a desk or onsite compliance review of specific civil rights information submitted by a State agency, local agency, or other subrecipient agency in the application for Federal financial assistance.  The review and approval of the information must take place before the application is approved for program operation.  For a complete description of Pre-Award Compliance requirements, please refer to FNS Instruction 113-1 Section XIII and Appendix C.


1.  If applicable, has the State agency performed pre-award desk reviews of Civil Rights (CR) compliance data submitted by each new applicant agency?  

If so, does the information submitted by applicant agencies for the pre-award review include, at a minimum:

[bookmark: _GoBack]_____  Documentation of efforts to inform organizations and grassroots organizations about the program, including copies of letters, lists of organizations or persons contacted, or media, if used.
_____ An estimate of the racial or ethnic makeup of the applicant’s service delivery area.
_____ Nondiscrimination statement on the applicant agency’s admissions requirements.
_____ The names of other Federal agencies providing assistance to the applicant organization and whether the applicant has ever been found to be in noncompliance by those Federal agencies.

B. Complaints  

1. What procedures does the State have in place for handling CR complaints?  Describe.



2.  Has the State received any CR complaints during the period under review?    

If yes, were all CR complaints accepted, acted upon and resolved in a timely manner in accordance with FNS Instructions 113-1?

Do complaints reveal any trends in protected classes or local agencies against which complaints have been filed?   If yes, describe the trends and the corrective actions taken.


C.  Training  

1.  Has State agency staff received CR training to assist them in carrying out compliance responsibilities?  If yes, describe.



2.  Has the State agency provided civil rights training to local agencies?




D. Compliance Reviews

1. As part of the management review of local agencies, does the State agency determine the following:

_____	Do all persons have an equal opportunity to participate in the program regardless of race, color, national origin, age, sex or handicap?
_____	Have case records been coded by racial/ethnic origin?
_____	Has the local agency conducted civil rights training for its staff and volunteers, per the requirements in FD-113 and FNS 113-1?
_____	Is the USDA nondiscrimination poster displayed?
_____	Is program information being provided to applicants, participants, grassroots organizations or similar minority groups?
_____	Is the nondiscrimination statement included on all program materials produced for public information, public education or public distribution?
_____	Are civil rights complaints being handled properly?


2.  Does the State agency determine if the need for reasonable accommodations has been met to facilitate the delivery of services to participants with disabilities?  If so, how?



E. State Compliance 

1. Check the State agency’s website and other program materials.  Are the correct USDA nondiscrimination statement and complaint procedures on all materials produced at the State level for public information, public education, or public distribution?



2. How does the State agency inform the general public, potentially eligible populations, community leaders, grassroots organizations, and referral sources about the program? 
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