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Acknowledgement 
Statement:

You understand and acknowledge that:

• The training you are about to take does not cover the entire 
scope of the program; and that

• You are responsible for knowing and understanding all 
handbooks, manuals, alerts, notices, and guidance, as well as 
any other forms of communication that provide further 
guidance, clarification, or instruction on operating the 
program.



I. Introduction



Introduction: 
Terminology/Acronym: 
 AR: Administrative Review

CAD: Corrective Action Document

DOR: Date of Review

MOR: Month of Review

ORG: Organization (Formerly Contracting Entity (CE))

 SA: State Agency / Texas Department of Agriculture (TDA)

SDAs: Subdistributing Agencies

TANS: Texas Automated Nutrition System – web-based system replacing TX-UNPS

UAM: User Access Manager



Introduction: Things to Consider
 Changes: AR Process, TANS System Updates, Desk AR 

List

 Identify: 
 Determine which staff will participate in the AR process.
 Confirm that each identified individual has a unique TANS 

username.

 Compliance: Verify that all related documents, 
procedures, and processes are current and compliant.

 Point Person: Designate a primary contact responsible 
for meeting deadlines and coordinating internal 
communication.



Introduction: 
USDA Foods 

Team

Jackie Cantu
USDA Foods Director

Vacant
USDA Foods Assistant 

Director

Patricia LeClar                         
Senior Program Specialist

Compliance Team: 
Cristina Rodriguez Lead 
ARS & Michelle Mitchell 

ARS

Inventory Team:                    
Sylvia Garrett, Glenda 

Wernli, & Javier Camacho

Tracy Whitehead
Senior Food Ordering 

Specialist

Ordering Team:
Angela Hodapp, Roman 

Villarreal & Paige 
Applegate



Introduction:
Compliance 

Team

Cristina Rodriguez
Lead Administrative Review Specialist
(512) 463-7444

Cristina.Rodriguez@TexasAgriculture.gov

Michelle Mitchell
Administrative Review Specialist
(832) 884-7720

Michelle.Mitchell@TexasAgriculture.gov

mailto:Cristina.Rodriguez@TexasAgriculture.gov


II. Administrative 
Review Process



Administrative Review Process:
TEFAP Code of Federal Regulations (CFR)

7 CFR 251.11, the State agency 
must monitor the operation of 
the program to ensure that it is 

being administered in 
accordance with Federal and 

State requirements. 

Organizations Monitor: 
The state must review at least 

25% of its Organizations (ORG) 
each year. 

* Each ORG. must be 
reviewed no less than once 

every four years.

Site Monitoring: 
The state must conduct  an 

annual review of 20 sites that 
receive TEFAP during the 

distribution of commodities 
and/or meal service, and 
eligibility determinations.

Reviews cover: Eligibility 
determinations, food ordering 

procedures, storage and 
warehousing practices, 

inventory controls, approval of 
distribution sites, reporting and 

recordkeeping requirements, 
and civil rights.

If deficiencies are found through 
the review, the State agency 
must submit a report of the 

findings to the CE and ensure 
that corrective action is taken to 

eliminate the deficiencies 
identified.



Administrative Review Process:
CSFP Code of Regulation (CFR)

7 CFR 247.34—The State 
must perform an on-site 
review of its organizations 
and storage facilities at 
least once every two 
years.

01
Must review: Certification 
procedures, nutrition 
education, civil rights 
compliance, food storage 
practices, inventory 
controls, and financial 
management systems. 

02
If deficiencies are 
identified during the 
review, corrective action 
procedures are in place to 
ensure ORG correct all 
areas that are out of 
compliance. 

03



Administrative Review Process: 
Timeline

Two-part review:  
Desk AR and Onsite AR

January: 
All requested Desk AR 
documents are due to 

TDA

January – April:
SA conducts TEFAP 

and CSFP 
Administrative Reviews

By May 31- 
Beginning of June: 

Target date to complete 
and close out all ARs 

*Exceptions may occur 



Phase 1: 
Planning

• Identify Organizations due for an 
AR

• TEFAP/CSFP Site Selections
• Notify Organizations via 

announcement and date of review 
letters

• Set up TANS
• Schedule Entrance Conference
• Organizations upload Desk Review 

documents in TANS

Phase 2: 
Review

• ARS reviews Desk AR documents in 
TANS

• Hold Entrance Conference
• Conduct Onsite AR
• Complete the AR tool in TANS
• Hold Exit Conference

Phase 3:   
Close-out

• If applicable, create Corrective 
Action Documents (CAD) in TANS

• If applicable, review and approve 
CAD in TANS

• Close out AR in TANS
• Send Close Out Letter Notification 

to organization

Administrative Review Process



Administrative Review Process: Overview

Scheduling & 
Request for 

Desk Review 
Documentation

Desk 
Review

Entrance 
Conference

Onsite 
Review

Exit 
Conference

Corrective 
Action 

Document,
if applicable

AR 
Closure

1.



Administrative 
Review Process: 

Scheduling

• The ARS will send the Announcement & Date 
of Review letters to each organization that is 
due for a review.

Scheduling:

• Federal program(s) due for a review
• TEFAP & CSFP Desk Review List
• Due dates/submission deadlines

Letters includes:

• You may save the email as a copy and/or
• Letters will be stored in TANS under 

Notifications

Copies:



TANS: Notifications 
 All formal letters can be found under:
TANS > Nutrition Management> Administrative Review>Notifications

1.

2.

3.
4.



TANS: Timeline
 ARS Review Schedule
 Initial Due Dates
 Status of the Review



Administrative Review Process: Overview

Request for 
Documentation

Desk 
Review

Entrance 
Conference

Onsite 
Review

Exit 
Conference

Corrective 
Action 

Document,
if applicable

AR 
Closure

2.



Administrative Review Process: 
Request for Desk Review Documentation:

1. Organization must use the respective 
program’s Desk Review List document

2. Rename each document according to the 
corresponding prompt number or question 
listed in the Desk Review document.

3. Submit & upload all requested documents to 
TDA via TANS

4. If an item does not apply to your Org., 
submit as Not Applicable “N/A”. Do not leave 
any fields blank.



TANS: Organization Uploads
 Location where the Organization will upload required 

TEFAP/CSFP AR Desk Documents



Administrative 
Review Process: 
TEFAP Desk 
Review 

• 100- Civil Rights
• 200- Eligibility
• 300- Compliance Monitoring*
• 400- Record Keeping & Complaints*
• 500- Private Distribution Model*

Programs: Organization & 
Subdistributing Agency

• 700- Warehouse Storage & Handling
• 900-Inventory*

Warehouse: Organization & 
Subdistributing Agency

• 1000- Fiscal Integrity*
• 2000- Procurement*

Finance: Organizations only

*Section names and section numbers may have 
changed



Administrative 
Review Process: 
CSFP Desk 
Review 

• 100- Civil Rights
• 200- Eligibility*
• 300- Compliance Monitoring*
• 400- Record Keeping and Complaints
• 500- Notifications*
• 600- Caseload Management*
• 700-Nutrition Education & Health Services*
• 800-Private Distribution Model*

Programs: 
Organizations & Subdistributing Agency

• 900- Warehouse Storage & Handling
• 1000- Inventory*

Warehouse: 
Organizations & Subdistributing Agency 

• 3000- Fiscal Integrity*
• 4000- Procurement*

Finance:
 Organizations & Subdistributing Agency 

*Section names and section numbers may have changed



1. Section: Identifies the specific compliance 
area being reviewed.

2. Number: Corresponds to the question 
number in the desk review.

3. Document Upload: Lists the required 
document(s) and specifies the proper file 
naming format for uploading into TANS.

 4. Instructions: Provides guidance on what 
information or details should be included in 
each document.

 5. Changes: Highlights any updates or 
differences from the previous year’s desk 
review.

*Note: Do not upload documents using 
last year’s numbering. Sections may 
have been renumbered or questions 
removed from the review.

1 2 3 4 5

Administrative Review Process: 
Desk Review List Guide



Update: 
Desk Review #108 will be reviewed onsite.

ORG will not upload any documents for this question



Administrative 
Review Process: 
Desk Review:

Cross-walk 
Example 2

1. Section 100- Civil Rights
2. Desk Review prompt number #116
3. Document Upload
4. Instructions 
5. PY 26 Changes: Section Change

100 Civil Rights 116 Civil Rights Training Attendance 
Records (e.g., Sign-in sheets, 
certificates) 

Upload documentation confirming that Civil Rights 
training was completed within the past 12 months by 
staff and volunteers at the Organization, 
subdistributing agencies, and sites (e.g., sign-in sheets 
or training certificates). Please include the following:
1. A list of site staff from the site Administrative 
Review selection.
2. A list of Organization staff who administer the 
TEFAP program.
3. TDA will select a sample of staff from both the sites 
and the Organization. The Organization will be 
responsible for providing Civil Rights training records 
for the individuals selected.

Section Change: 
Previously located in 
Section 300 Training; 
now moved to Section 
100 Civil Rights



Administrative 
Review Process: 
Desk Review:

Cross-walk 
Example 3

1. Section 300- Compliance Monitoring
2. Desk Review prompt number #308
3. Document Upload 
4. Instructions 
5. PY 26 Changes: Renumbered

300- 
Compliance 
Monitoring

308 TEFAP Monitoring Schedule for 
Sites and Subdistributing 
Agencies – Prior and Current 
Years

Submit your organization’s monitoring schedule 
and/or tracking system used to manage and track site 
and subdistributing agency reviews for both the prior 
and current program years.

Your submission should include:
•Dates of each site visit
•Names of the sites and/or subdistributing agencies 
visited
•Type of monitoring conducted (e.g., on-site, virtual, 
desk review)
•Status (e.g., completed, scheduled, rescheduled).

Section Renumbered: 
Previously Section 
500 Compliance 
Monitoring; now 
renumbered to 
Section 300 
Compliance 
Monitoring



Administrative 
Review Process: 
Desk Review:

Cross-walk 
Example 4

1. Section 700-Warehouse Storage & 
Handling

2. Desk Review prompt number #701
3. Document Upload
4. Instructions 
5. PY 26 Changes: No Changes

700-Warehouse 
Storage & 
Handling

701 Salvage License Upload a copy of the Organization's current salvage 
license. 

Note: Expired licenses will not be accepted—please 
ensure the license is valid and up to date.

No Changes

Salvage License expired



Administrative Review Process Overview

Request for 
Documentation

Desk 
Review

Entrance 
Conference

Onsite 
Review

Exit 
Conference

Corrective 
Action 

Document,
if applicable

AR 
Closure

3.



Administrative Review Process: 
Entrance Conference 

Scheduling:
1-2 weeks prior to the 
onsite portion of the 
Administrative Review.

Conference Call:
Conducted virtually via 
Microsoft Teams.

Onsite Review 
Schedule: 
Go over dates/times & 
staff required. 

Site(s) Selection:
Will be announced onsite.



Administrative Review Process:
Entrance Conference 

30 TEFAP and CSFP 
Participant Applications 
Overview: The Organization will 
work with the selected site to ensure 
copies are made.

35 expense invoice/receipt 
samples Overview
TDA will select expenses from 
Organization's GL & request to see 
the invoices during the onsite review

Follow-up questions based on 
documents provided via TANS 
review process

Other



Administrative Review Process: Overview

Request for 
Documentation

Desk 
Review

Entrance 
Conference

Onsite 
Review

Exit 
Conference

Corrective 
Action 

Document,
if applicable

AR 
Closure

4.



Administrative Review Process:
Onsite Review

Warehouse walk-through

Physical Inventory Sample Count

TEFAP/CSFP Site Monitoring  

TEFAP/CSFP Records and 
Postings 

Financial Documentation



Administrative Review Process: Overview

Request for 
Documentation

Desk 
Review

Entrance 
Conference

Onsite 
Review

Exit 
Conference

Corrective 
Action 

Document,
if applicable

AR 
Closure

5.



Administrative Review Process:
Exit Conference

TANS AR Tool

After completing 
the onsite review of 
the Organization's 
facility, TDA will 
finalize its AR tool 
in TANS.

Exit Conference 

TBD: An Exit 
Conference will be 
conducted on the 
final day of the 
onsite review with 
the organization 
staff.

Areas of 
compliance/non-

compliance

TDA will discuss all 
areas identified as 
compliant or non-
compliant and 
determine if any 
claims will require 
amendments.

Request for CAD

If applicable, TDA 
will initiate the 
Corrective Action 
Document (CAD) 
Process to address 
the findings and 
required actions. 

Signatures

The Exit 
Conference 
document to be 
signed by TDA and 
ORG.



Administrative Review Process: Overview

Request for 
Documentation

Desk 
Review

Entrance 
Conference

Onsite 
Review

Exit 
Conference

Corrective 
Action 

Document,
if applicable

AR 
Closure

6.



III. Corrective Action 
Document (CAD) 

Process & Timeline



Corrective Action Document (CAD) 
Timeline

Formal 
Request for 
CAD letter 
sent to CE 

within 10 days 
after the Exit 
Conference

ORG have 30 
days to 

respond to 
CAD

CAD 
Accepted

Close AR + 
Letter of 
Closure

CAD 
Rejected

TDA will hold 
a conference 
call with the 

ORG to 
describe the 
reasons the 

CAD was not 
approved

TDA will 
create a 2nd 

CAD.
ORG will have 

15 days to 
respond to the 

2nd CAD.

2nd CAD 
Accepted

Close AR + 
Letter of 
Closure

2nd CAD 
Rejected

ORG. claims 
may be 

placed on 
hold



Administrative Review Process: Overview

Request for 
Documentation

Desk 
Review

Entrance 
Conference

Onsite 
Review

Exit 
Conference

Corrective 
Action 

Document,
if applicable

AR 
Closure

7. 



IV. Closing 
Administrative 

Reviews



IV. Closing 
Administrative 

Reviews: 
No findings

 AR Closure Letter: If no areas of 
noncompliance are identified, the 
organization will receive a Letter 
of Closure indicating that the 
review is complete and no further 
action is required.

 Notifications: The letter will be 
saved in TANS under ‘Notifications’

 AR Status: The status within 
TANS > Timeline 
corresponding to each program 
reviewed will be updated and 
subsequently closed by the ARS.

1.

2. 3.

4.



If any areas of non-compliance 
are identified:

A First Corrective Action 
Letter (CAD) will be issued to 
the organization.

A Second Corrective Action 
Letter will be issued if the First 
CAD is not approved.

A Letter of Closure will be 
sent once either the First or 
Second CAD has been accepted & 
saved in TANS.

 The AR will then be closed in 
TANS.

IV. Closing 
Administrative 

Reviews: 
Findings



If the First or Second CAD 
is not approved:

A conference call will be 
scheduled.

Administrative funds may 
be placed on hold.

Once the organization 
submits the corrected CAD, 
a Letter of Closure will be 
issued, and the AR status 
will be closed.

IV. Closing 
Administrative 
Reviews: 
Findings & CAD 
Not Approved

1.

2.

3.



Summary

Designate a point 
person to lead the 
AR process & 
identify staff that 
will be involved

1
Upload all Desk 
AR documents 
into TANS

2
Review TDA due 
dates and set 
internal deadlines 
to ensure timely 
completion

3
Start Early—Do 
not wait until the 
final day to begin 
the AR process

4



Training Group: 
TANS Live Demo

 I N T R O :  T R A I N E R  W I L L  D I S C U S S  H O W  T O  N A V I G A T E  T A N S

 N O T I F I C A T I O N S  P A G E

 T I M E L I N E

 O R G A N I Z A T I O N  U P L O A D S

 S Q  M E A L  R E S O U R C E S



Questions?



In accordance with federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and policies, this institution is prohibited from 
discriminating on the basis of race, color, national origin, sex, disability, age, or reprisal or retaliation for prior civil rights activity.

Program information may be made available in languages other than English. Persons with disabilities who require alternative means of communication to obtain 
program information (e.g., Braille, large print, audiotape, American Sign Language), should contact the responsible state or local agency that administers the 
program or USDA’s TARGET Center at (202) 720-2600 (voice and TTY) or contact USDA through the Federal Relay Service at (800) 877-8339.

To file a program discrimination complaint, a Complainant should complete a Form AD-3027, USDA Program Discrimination Complaint Form which can be 
obtained online at: https://www.usda.gov/sites/default/files/documents/ad-3027.pdf , from any USDA office, by calling (866) 632-9992, or by writing a letter 
addressed to USDA. The letter must contain the complainant’s name, address, telephone number, and a written description of the alleged discriminatory action in 
sufficient detail to inform the Assistant Secretary for Civil Rights (ASCR) about the nature and date of an alleged civil rights violation. The completed AD-3027 
form or letter must be submitted to USDA by:

1. mail:
U.S. Department of Agriculture
Office of the Assistant Secretary for Civil Rights
1400 Independence Avenue, SW
Washington, D.C. 20250-9410; or

2. fax:
(833) 256-1665 or (202) 690-7442; or

3. email:
program.intake@usda.gov

This institution is an equal opportunity provider.

Updated 11/20/2025

https://www.usda.gov/sites/default/files/documents/ad-3027.pdf
https://www.usda.gov/sites/default/files/documents/ad-3027.pdf
https://www.usda.gov/sites/default/files/documents/ad-3027.pdf
mailto:program.intake@usda.gov

	The Administrative Review Process: TEFAP & CSFP
	Outline
	Slide Number 3
	I. Introduction
	Introduction: Terminology/Acronym: 
	Introduction: Things to Consider
	Introduction: USDA Foods Team
	Introduction:�Compliance Team
	II. Administrative Review Process
	Administrative Review Process:�TEFAP Code of Federal Regulations (CFR)
	�Administrative Review Process:�CSFP Code of Regulation (CFR)
	Administrative Review Process: Timeline
	Slide Number 13
	Administrative Review Process: Overview
	Administrative Review Process: Scheduling
	Slide Number 16
	TANS: Timeline�
	Administrative Review Process: Overview
	Administrative Review Process: �Request for Desk Review Documentation:
	TANS: Organization Uploads�
	Administrative Review Process: TEFAP Desk Review 
	Administrative Review Process: CSFP Desk Review 
	�1. Section: Identifies the specific compliance area being reviewed.��2. Number: Corresponds to the question number in the desk review.��3. Document Upload: Lists the required document(s) and specifies the proper file naming format for uploading into TANS.�� 4. Instructions: Provides guidance on what information or details should be included in each document.�� 5. Changes: Highlights any updates or differences from the previous year’s desk review.����*Note: Do not upload documents using last year’s numbering. Sections may have been renumbered or questions removed from the review.�����
	Update: �Desk Review #108 will be reviewed onsite.�ORG will not upload any documents for this question�
	�Administrative Review Process: Desk Review:��Cross-walk Example 2
	�Administrative Review Process: Desk Review:��Cross-walk Example 3
	�Administrative Review Process: Desk Review:��Cross-walk Example 4
	Administrative Review Process Overview
	Administrative Review Process: �Entrance Conference 
	Administrative Review Process:�Entrance Conference 
	Administrative Review Process: Overview
	Administrative Review Process:�Onsite Review
	Administrative Review Process: Overview
	Administrative Review Process:�Exit Conference
	Administrative Review Process: Overview
	III. Corrective Action Document (CAD) Process & Timeline
	Corrective Action Document (CAD) Timeline
	Administrative Review Process: Overview
	IV. Closing Administrative Reviews
	IV. Closing Administrative Reviews: �No findings
	Slide Number 41
	Slide Number 42
	Summary
	Training Group: TANS Live Demo
	Questions?
	Slide Number 46

