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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)

»SDASs: 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.




Jackie Cantu
USDA Foods Director

Vacant

USDA Foods Assistant
Director

Tracy Whitehead
Senior Food Ordering
Specialist

Patricia LeClar
Senior Program Specialist

Compliance Team: Ordering Team:

Cristina Rodriguez Lead Angela Hodapp, Roman
ARS & Michelle Mitchell Villarreal & Paige

ARS Applegate

Inventory Team:
Sylvia Garrett, Glenda
Wernli, & Javier Camacho




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

IT. Administrative
Review Process



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

CFR the Stat Organizations Monitor: Site Monitoring:
251.11, the State agenc :
17nust mgnitor the operat%on o}% Tge SF.‘te (I)nust review at gﬁ% The state must cond_uct an
the program to ensure that it is 2570 ol ts rgﬁnlzatlons ( ) annual review of 20 sites that
being administered in each year. receive TEFAP during the
accordance with Federal and * Each ORG. must be distribution of commodities
State requirements. reviewed no less than once and/or meal service, and
every four years. 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)

P



Administrative Review Process:
Timeline

g= \/

By May 31-

Two-part review: January: January — April: . .
Beginning of June:
Desk AR and Onsite AR All requested Desk AR SA conducts TEFAP Target date to complete
documents are due to and CSFP and close out all ARs
TDA Administrative Reviews

*Exceptions may occur



Administrative Review Process

Phase 1: Phase 2: Phase 3:

Planning Review Close-out

« Identify Organizations due for an o ARS reviews Desk AR documents in « If applicable, create Corrective

AR TANS Action Documents (CAD) in TANS
« TEFAP/CSFP Site Selections « Hold Entrance Conference « If applicable, review and approve
« Notify Organizations via « Conduct Onsite AR CAD in TANS

announcement and date of review - Complete the AR tool in TANS + Close out AR in TANS

letters « Hold Exit Conference « Send Close Out Letter Notification
 Set up TANS to organization

o Schedule Entrance Conference

« Organizations upload Desk Review
documents in TANS




Administrative Review Process: Overview

Scheduling & Corrective
Request for Entrance Onsite Exit Action AR
Desk Review Conference Review Conference Document, Closure
Documentation if applicable




s Scheduling:

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

o lLctters includes:

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

mm CoOpies:

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




Nutrition Management Reports- News- Help-~

Agreements Monitoring & Compliance Enroliment & Eligibility Payments

Timeline —Administra’[ive Review Community Eligibility Provision (CEP) Claims

- Second Review of Applications
MNotifications

¥ AR Ovenview TEFAP ADMINISTRATIVE REVIEW: Abundant Baskets Community Food Bank  in Progress Notification;
Timeline . 5
State Agency Notifications
Notifications
Document Type Date Document Comments Flagged

» Documents
AR Announcement Letter 10/15/2025 4 .

@ Announcement of the start of the
Administrative Review period

TANS: Notifications




V' AR Ovenview TEFAP ADMINISTRATIVE REVIEW: Abundant Baskets Community Food Bank

Timeline

Notifications Program Year of Review
TEFAP 2026

» Documents

Review Schedule
Introduction to Administrative Review (AR) 10/1/2025
On-Site Review 2192026
Entrance Conference 1/30/2026
Exit Conference 2/13/2026
Initial Due Dates )
Month of Desk Review Documentation 1152026
Corrective Action Response
Status @
On Site Review Not Started
QOff Site Review / Desk Review In Progress

Fiscal Action Information €

Fiscal Action Status

TANS: Timeline

In Progress

AR Status
In Progress

Closed

IMonth of Review
Follow-Up Review

AR Report

Finance Documentation

Fiscal Review

Caorrective Action Response

Timeline

Reviewer
Willow Brook

February 2026

1/5/2026




Administrative Review Process: Overview

Corrective
Request for Entrance Onsite Exit Action AR
Documentation Conference Review Conference Document, Closure
if applicable




Administrative Review Process:
Request for Desk Review Documentation:

Section Bl Number Bl Document Upload
Multilingual Outreach materials (3 samples)

Public Notification Process for TEFAP Availability

TEFAP Agreement between Organization and TDA

TEFAP Agreement between Organization and Subdistributing
agency

TEFAP Agreement between Organization and site

100 & 112 Civil Rights Complaint Process
110 Civil Rights Written Materials

111 Civil Rights complaints filed within the past 12 months, and
disposition
113 Reasonable Accommeodation Process for Individuals with Disabilities

115 Written Notice of Beneficiarv Rights Process

|




t@f Library~  Nutrition Management- Reporis~ News~ ‘D ORG Compliance: Poppy St Clair  Logoff

¥ AR Overview Baskets Community Food Bank

“ Documents

TEFAP Administrative Review Add New @
Reviewer Uploads

Document Type Upload Date Document Reviewer Comments Verification €@ Flagged
Organi n Uploads

Civil Rights - 100

Multilingual Outreach materials (3 samples) 11/06/2025 C‘ @ ﬁ'j T Pending Review
Public Matification Process for TEFAP Availability 11/06/2025 R Pending Review
TEFAP Agreement between Organization and TDA 11/06/2025 = @ ﬁﬁ Pending Review
TEFAP Agreement between Organization and 11/06/2025 =4 @ nﬁ Pending Review
Subdistributing agency

TEFAP Agreement between Organization and site 11/06/2025 @ @ nﬁ Pending Review
Civil Rights Complaint Process 11/06/2025 C‘ @ ﬁﬁ >— Pending Review
Civil Rights Written Materials 11/06/2025 4 @ ﬁ‘j Pending Review
Civil Rights complaints filed within the past 12 months, 11/06/2025 R Pending Review
and disposition

Reasonable Accommodation Process for Individuals with — 11/06/2025 @ @ nﬁ Pending Review
Disabilities

\Written Motice of Beneficiary Rights Process 11/06/2025 R ﬁ‘j Pending Review
Civil Right Training Attendance Records (e.g. Sign-in 11/06/2025 F4 @ ﬁﬁ _ Pending Review .

< Prev Form Next Form

@ 2025 Texas Department of Agriculture  (more ... ) Viersion

TANS: Organization Uploads




*Section names and section numbers may have
changed

Il Programs: Organization &
Subdistributing Agency

« 100- Civil Rights

« 200- Eligibility

« 300- Compliance Monitoring*

» 400- Record Keeping & Complaints*
« 500- Private Distribution Model*

Warehouse: Organization &

Subdistributing Agency

« 700- Warehouse Storage & Handling
e 900-Inventory*

mam Finance: Organizations only

 1000- Fiscal Integrity*
e 2000- Procurement*




*Section names and section numbers may have changed

Programs:
ma Organizations & Subdistributing Agency

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*

Warehouse:

Organizations & Subdistributing Agency

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

Finance:

Organizations & Subdistributing Agency

« 3000- Fiscal Integrity*
e 4000- Procurement®




Administrative Review Process:
Desk Review List Guide

A B C D E

Section B Number Bd Document Upload B Instructions B4 Changes [ -]
100 Civil Rights 102&104  Multilingual Qutreach materials (3 samples) Upload (3) examples of program information provided to participants and applicants in English and other No changes

languages (e.g., handouts, flyers, notifications, etc.).
100 Civil Rights 103 Public Notification Process for TEFAP Availability Upload Process used to inform participants of TEFAP availability, ri; glm, complaint procedures, and No changes

nondiscrimination policies. Include a]lernahve formats if available.
100 Civil Rights 106 TEFAP b (¢ ization and TDA Upload the most current signed the O ization and TDA that includes written No changes

of li with all applicable nendiseri i laws and policies.

100 Civil Rights 107 TEFAP A b O ization and Subdistributing ageney  Upload the most current signed b the O i and subdistributing agency Previously in Section 200, Eligibility;

that includes written of li with all applicabl i ion laws and policies. moved to Section 100 Civil Rights

Ifnot applicable, state "N/A".

108 TEFAP b o ization and site Upload the most current signed b the O ization and selected site(s) for review  FPreviously in both Section 100 (Civil
that includes written of i with all applicable nondi ination laws and policies. Rights) and Section 200 (Eligibility); it will
now appear only in Section 100.
109 & 112 Civil Rights Complaint Process Upload your written procedures for receiving, processing, and resolving civil rights complaints. No changes
Rights 110 Civil Rights Written Materials Upload written materials provided to participants that explain how to file a civil rights complaint (e.g, USDA.  No changes
Complaint form).
100 Civil Rights m Civil Rights complaints filed within the past 12 months, and disposition Ifany civil rights complaints were filed within the past 12 months, upload documentation showing how they No changes
were aceepted. mvesnggted and resnlved If nn cnmp]amts were ﬁ]ed state “No complaints ﬁled'
100 Civil Rights 13 Reasonable Accommodation Process for Individuals with Disabilities Upload d or apolicy ion ensures ions are No changes
provided to participants with disabilities.
100 Civil Rights 13 Written Notice of Beneficiary Rights Process Upload process outlining how participants are informed of their Beneficiary Rights. No changes

This should in: nll]de

How thei is distril (e.g., handouts), and/or how itis displayed (e.g., signage at sites or other
prominent locations)
100 Civil Rights 16 Civil Right Training Attendance Records (e.g. Sign-in sheets, Upload documentation oonﬁrmmg that Civil R|ghrs trammg was completed within the past 12 months by staff * Previously in Section 300- Training; moved|
certificates) and atthe O i subdi agencies, and sites (e.g., sign-in sheets or training to Section 100 Civil Rights
certificates).
Flease include the following:
1. Allist of site staff from the site Administrative Review selection.
2. Alist of Organization staff who inister the TEFAP p 5
3- 'l'DAwﬂ]selectasamplecfstaﬁﬁumhcththes]tesandthec ization. The O ization will be responsibl
for providing Givil Rights training records for the individuals selected.
100 Civil Rights 1nz Civil Rights Training Materials (e.g., PowerPoint, handouts, ete.) Upload the civil rights training materials nsed, ensuring they include all required topics: nondiscrimination,  Previously in Section 300- Training; moved|
complaint procedures, accommodations for LEP and persons with disabilities, ete. to Section 100 Civil Rights

zoo Eligibility 201 Pre-app! Site Visit Ds ion (1 P d copy) Up!oat_l q_ccu_l_nen_baﬁon an_d a w1_'itten d_es_cripticn gutlin'h]g tE I‘ g ization’s process for pre-approving sites No changes




Update:
Desk Review #108 will be reviewed onsite.
ORG will not upload any documents for this question

Section M Number Kd Document Upload Instructions M PY 26 AR Changes hd
100 Civil Rights 102 &104  Multilingual Outreach materials (3 samples) Upload (3) examples of program information provided to participants and applicants in English and other Nochanges
languages (e.g., handouts, flyers, notifications, etc.).
100 Civil Rights 103 Public Notification Process for TEFAP Availability Upload Process used to inform participants of TEFAP availability, rights, complaint procedures, and No changes
nondiscrimination policies. Include alternative formats if available.
100 Civil Rights 106 TEFAP Agreement between Organization and TDA Upload the most current signed agreement between the Organization and TDA that includes written No changes
assurances of compliance with all applicable nondiscrimination laws and policies.
100 Civil Rights 107 TEFAP Agreement between Organization and Subdistributing Upload the most current signed agreement between the Organization and subdistributing agency Section Change:
agency that includes written assurances of compliance with all applicable nondiscrimination laws and policies. Previously located in Section 200 Eligibility; now
moved to Section 100 Civil Rights
tion laws and Proviously located in Section 100 Civil Rights
1 Sacti Eligibility: it will now
100 Civil Rights 100 & 112 Civil Rights Complaint Process Upload your written procedures for receiving, processing, and resolving civil rights complaints. No changes
100 Civil Rights 110 Civil Rights Written Materials Upload written materials provided to participants that explain how to file a civil rights complaint (e.g., = Nochanges
USDA Complaint form).
100 Civil Rights 111 Civil Rights complaints filed within the past 12 months, and If any civil rights complaints were filed within the past 12 months, upload documentation showing how  Nochanges
disposition they were accepted, investizated, and resolved. If no complaints were filed, state “No complaints filed".
100 Civil Rights 113 Reasonable Accommeodation Process for Individuals with Disabilities Upload documentation or a policy explaining how the organization ensures reasonable accommodations ~ No changes
are provided to participants with disabilities.
100 Civil Rights 115 Written Notice of Beneficiary Rights Process Upload process outlining how participants are informed of their Beneficiary Rights. No changes
This should include:
How the information is distributed (e.g., handouts), and/er how it is displayed (e.g., signage at sites or
other prominent locations)
100 Civil Rights 116 Civil Right Training Attendance Records (e.g. Sign-in sheets, Upload documentation confirming that Civil Rights training was completed within the past 12 months by Section Change:
certificates) staff and volunteers at the Organization, subdistributing agencies, and sites (e.g., sign-in sheets or Previously located in Section 300 Training; now
training certificates). maoved to Section 100 Civil Rights
Please include the following:
1. Alist of site staff from the site Administrative Review selection.
2. Alist 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.
100 Civil Rights 117 Civil Rights Training Materials (e.g., PowerPoint, handouts, etc.) Upload the civil rights training materials used, ensuring they include all required topics: Section Change:
nondiscrimination, complaint procedures, accommedations for LEP and persons with disabilities, etc. Previously located in Section 300 Training; now
moved to Section 100 Civil Rights
200 Eligibility 201 Pre-approval Site Visit Documentation (1 completed copy) Upload documentation and a written description outlining the Organization’s process for pre-approving  No changes
sites and subdistributing agencies prior to their operation of the TEFAP program.
Include documentation that the Organization conducts pre-approval visits, such as a completed visit
reports, checklists, or approval forms.




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. Allist of site staff from the site Administrative
Review selection.

2. Alist 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

=

ok ONDN

Section 100- Civil Rights
Desk Review prompt number #116

Document Upload
Instructions

PY 26 Changes: Section Change




300- 308 TEFAP Monitoring Schedule for |Submit your organization’s monitoring schedule Section Renumbered:
Compliance Sites and Subdistributing and/or tracking system used to manage and track site |Previously Section
Monitoring Agencies — Prior and Current and subdistributing agency reviews for both the prior |500 Compliance
Years and current program years. Monitoring; now
renumbered to
Your submission should include: Section 300
eDates of each site visit Compliance
*Names of the sites and/or subdistributing agencies |Monitoring
visited
*Type of monitoring conducted (e.g., on-site, virtual,
desk review)
eStatus (e.g., completed, scheduled, rescheduled).

1. Section 300- Compliance Monitoring
2. Desk Review prompt number #308
3. Document Upload

4. Instructions

5

. PY 26 Changes: Renumbered




700-Warehouse (701 Salvage License Upload a copy of the Organization's current salvage  |No Changes
Storage & license.

Handling
Note: Expired licenses will not be accepted—please

ensure the license is valid and up to date.

A\TEXAS i o i il S

: Health and Human .. ) !

=7 Services John Helerstedt, LD,
piarls

Section 700-Warehouse Storage &
Handling T
. Desk Review prompt number #701 I R
Document Upload g
Instructions _
. PY 26 Changes: No Changes

=

I 27202

ok ONDN

Food
License Number: 1000104 S 1 L' . d
File Number 802
Document Number. 501946 a Vage icense eXplI'e
Issue Date: January 05, 2022
Expiration Date: December 27, 2023

You may use this letter in lieu of the original document. If there are any questions, please direct
them to this office at 512-834-6626.

Sincerely,

ance Madine
Business Filing & Vefffication Section
Drug & Device Licensing Group, DSHS

PO, Box 149347 + Austin, Texas 78714-9347 + Phone: 888-963-7111 « TTV: 800-735-2889 « www.dshs.texas.gov




Administrative Review Process Overview

Corrective
Request for Entrance Onsite Exit Action AR
Documentation Conference Review Conference Document, Closure
if applicable




Administrative Review Process:
Entrance Conference

atam's Schedu:(mg: h Conference Call:
1-2 weeks prior to the : :
D onsite porticl))n of the Conducted virtually via

. s . Microsoft Teams.
Administrative Review.

Onsite Review

Schedule: Site(s) Selection:
Go over dates/times & Will be announced onsite.
staff required.



Administrative Review Process:
Entrance Conference

30 TEFAP and CSFP 35 expense invoice/receipt
Participant Applications s samples Overview
Overview: The Organization will TDA will select expenses from
work with the selected site to ensure Organization's GL & I'equest t0 see
copies are made. the invoices during the onsite review
Follow-up questions based on %}
/p documents provided via TANS 060 Other
. review process a



Administrative Review Process: Overview

Corrective
Request for Entrance Onsite Exit Action AR
Documentation Conference Review Conference Document, Closure
if applicable




Administrative Review Process:
Onsite Review

% Warehouse walk-through

g%)@ Physical Inventory Sample Count

Q%% TEFAP/CSFP Site Monitoring
TEFAP/CSFP Records and
Postings

|y

Financial Documentation




Administrative Review Process: Overview

Corrective
Request for Entrance Onsite Exit Action AR
Documentation Conference Review Conference Document, Closure
if applicable




Administrative Review Process:

Exit Conference

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

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

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

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

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

| ‘ Areas of ‘ ‘ '
compliance/non- Request for CAD Signatures
compliance



Administrative Review Process: Overview

Corrective
Request for Entrance Onsite Exit Action AR
Documentation Conference Review Conference Document, Closure
if applicable




ITI. Corrective Action
Document (CAD)
Process & Timeline



Corrective Action Document (CAD)
Timeline

Close AR +
CAD
(~ ) Letter of
1 Accepted Closure
Forma - ~
Request for
CAD letter ORgahz;Vfo3o
sent to CE respz)’nd to ‘ ) r N Close AR
within 10 days CAD TDA will hold - 2nd CAD O o
after the Exit 2 conference TDA will Accepted ei er o
Conference \- J “all with the creactgajt) 2nd Closure
\_ ) CAD ORG to . )
Rejected describe the > Ofg&“ggsh%"e
reasons the ORG. claims
CAD t respond to the .
. Vrvc?\felcllo ond CAD. 2nd CAD may be
pp L ) Rejected placed on
L ) hold




Administrative Review Process: Overview

Corrective
Request for Entrance Onsite Exit Action AR
Documentation Conference Review Conference Document, Closure
if applicable




IV. Closing
Administrative
Reviews



1.

)
ﬂi Library~  Nutrition Management- Reports- Admin- News- Help-~ ‘a Compliance Specialist:  Compliance  Logoff

¥ AR Overview TEFAP ADMINISTRATIVE REVIEW: ALPHA FOOD BANK  In Progress Notifications

Timeline o -
State Agency Notifications Add New ©
Notifications
Document Type Date Document Comments Flagged
» Documents =
ptter of Closure - CAD Approved 11/06/2025 @ @ ]
> Admin Review 3 .
4 .
o AR PLANNING: ALPHA FOOD BANK  In Progress Timeline

TEFAP

Notifications

Upload Selection Program Year of Review AR Status : Reviewer
TEFAP 2026 Closed v Michelle Mitc v

Site Selection —_—
Review Schedule
Intrgductlon to Administrative 9/18/2025 £ Closed 3/4/2026 £
Review (AR)
On-Site Review 9/30/2025, 10... B3 Month of Review November 2025 [
Entrance Conference 7/6/2025 = Follow-Up Review 7117/2026 =

< Prev Form Next Form ¥




TEFAP ADMINISTRATIVE REVIEW: ALPHA FOOD BANK  In Progress AR Report

Required Corrective Action:

g 1. Approved — The submission has been accepted by the State
Corrective Action 1:

Agency.
submit record keeping process Status: o ' 2. Denied — The submission has not been accepted by the State
atus: Agency and requires resubmission
z Not Submitte

3. Submitted — The SFA/organization has entered a response and

Response: . . .
Doc| supporting documentation for review by the State Agency.

SA Response:

& AR LT PLANNING: ALPHA FOOD BANK  In Progress Timeline

TEFAP

Notifications

Upload Selection Program Year of Review AR Status Reviewer

TEFAP 2026 Closed V| Michelle Mite v

Site Selection

Review Schedule

Introduction to Administrative 9/18/2025 a Closed 3/4/2026 a
Review (AR)

On-Site Review 013012025, 10... 3 Month of Review November 2025 [
Entrance Conference 716/2025 & Follow-Up Review 7/17/2026 =

< Prev Form Next Form ¥



TEFAP ADMINISTRATIVE REVIEW: ALPHA FOOD BANK  In Progress AR Report

Required Corrective Action:

g 1. Approved — The submission has been accepted by the State
Corrective Action 1: | Agency.

2. Denied — The submission has not been accepted by the State
Agency and requires resubmission

3. Submitted — The SFA/organization has entered a response and
Doc| supporting documentation for review by the State Agency.

submit record keeping process Status: o :

% Not Submitte
Response:

SA Response:

status @

Fiscal Review

On Site Review Completed v d v

Off Site Review / Desk Review Corrective Action Response

Completed v

AR not approved v

AR Blanning PLANNING: ALPHA FOOD BANK  In Progress Timeline

TEFAP 3 .

Notifications

Upload Selection Program Year of Review AR Status Reviewer

TEFAP 2026 ﬁ\ Michelle Mitc  ~

Site Selection




Summary

Designate a point Upload all Desk Review TDA due Start Early—Do
person to lead the AR documents dates and set not wait until the
AR process & into TANS internal deadlines final day to begin
identify staff that to ensure timely the AR process
will be involved completion




Training Group:
TANS Live Demo

INTRO: TRAINER WILL DISCUSS HOW TO NAVIGATE TANS
NOTIFICATIONS PAGE
TIMELINE

Y VY

\7

ORGANIZATION UPLOADS
SQ MEAL RESOURCES

\7

\7




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.

TEXAS DEPARTMENT OF AGRICULTURE 0
COMMISSIONER SID MILLER

Fraud Hofline: 1-366-5-FRAUD-4 or 1-§66-237-2834 | P.0. Box 12847 | Austin, TX 78711 X u

Toll Free: (877) TEX-MEAL | For the hearing impaired: (800) 7352989 (TTY)

Updated 11/20/2025

This product was funded by USDA.
Thiz institution = an equal opportunity provider.

SquareMeals org


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
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