
CSFP Training 
Module 2: 
Eligibility & Intake 
Process
TEXAS DEPARTMENT OF AGRICULTURE



Introduction: USDA Foods Team
Jackie Cantu

USDA Foods Director

Andrea Cooper
USDA Foods Assistant 

Director

Patricia LeClar                         
Senior Program Specialist

Cristina Rodriguez
Lead Admin. Review 

Specialist

Michelle Mitchell 
Administrative Review 

Specialist

Inventory Team: Jannelly 
Villarreal & Matt 

McElhaney

Tracy Whitehead
Senior Food Ordering 

Specialist

Ordering Team:
Angela Hodapp, Manuel 

Flores, & Paige Applegate



Outline

I. Caseload

II. Eligibility

III. CSFP Participant Application

IV. Certification Periods

V. Notifications

VI. Other



I. Caseload



Caseload 

The number of seniors 
the State agency may 
serve on an average 
monthly basis over the 
course of the caseload 
cycle.

01
The State agency 
allocates caseload to 
each CE annually.

02
CEs may certify 
participants as eligible, 
up to their caseload 
allotment. 

03



II. Eligibility



Eligibility: Criteria
• Seniors 60 years of age and olderAge:
• Based on 130% Federal Poverty Guidelines per Household memberIncome:
• Must reside within the CE’s designated service area (zip code, county, 

neighborhoods) Residency
• Identification Proof
• Does not require proof of income or residency
• “You may request, but not require”No Proof



Eligibility

• CE has caseload
• Applicant meets eligibility criteria
• Receives a certification period not to exceed 3 years & receives CSFP benefits

Eligible 

• CE does not have available caseload
• Applicant meets eligible CSFP criteria
• Does not receive a certification period, but is placed on waitlist

Eligible and on 
Waitlist

• Does not meet eligibility criteria (Age, income, and/or residency)
• Does not receive CSFP benefitsIneligible 



III. Participant 
Application



CSFP 
Participant 
Application

The application and intake process must be 
conducted in a space that provides 
confidentiality. 

All information provided during the application 
process (paper and/or electronic) must be 
protected and kept safe from theft/misuse.

The CE must maintain written standard 
operating procedures for the application 
process (i.e., “intake/eligibility process”)



CSFP 
Participant 
Application

The CE will complete a CSFP participant application 
per each eligible participant that is interested in 
applying for the CSFP benefits. 

May Utilize TDA’s CSFP Participant Application H1504, 
found on SquareMeals.

CEs may create their own CSFP application, must 
meet minimum federal guidelines.

May utilize an electronic application (Link2Feed, 
Oasis), must meet minimum federal guidelines.



To apply for CSFP benefits, the applicant or caretaker of the 
applicant must provide the following information on the 

application (Name, DOB, Income, Address, household size)

The CE should only certify applicants up to their allotted 
caseload.

Requires Participant or Proxy Signature

Ensure the CE/partner agency completes filling out the 
application.

CSFP Participant Application



CSFP Participant Application

Data for the 
annual FNS 

191*; do not 
alter the 
options. 

CE’s must provide 
each eligible 
participant a 

‘Participant Rights 
and Responsibilities’ 

Form & Read the 
certification 
statement.

Signatures are 
required by 

the applicant/ 
proxy and 

CE/partner 
agency.



CSFP Participant 
Application

CSFP Participant Rights and Responsibilities Form: 
Revised October 2023

CEs or sites must provide 
Participant Rights and 
Responsibilities (Form H1516) at 
application, at denial of 
certification, and at termination. 

The form gives brief instructions 
about how to request a fair 
hearing, as well as information 
about other rights and 
responsibilities of participants. 



IV. Certification Periods



Certification 
Periods

•Period during which a CSFP participant may continue to receive benefits 
under CSFP without a formal review of eligibility.

Certification Period- Eligible 

•For CSFP participants that have a 3-year certification period. Annually, 
CEs administering CSFP must verify 3 conditions from the participant.

Annual Validation- Eligible 

•Occasionally, a CSFP participant must transfer from one CE or site to 
another, either within or outside of the jurisdiction of TDA. The 
participant’s certification remains valid until the certification period 
expires.

Transfer of Certification-Eligible

•An eligible CSFP applicant, including individuals on waiting lists, may be 
provided with a temporary monthly certification to fill any caseload slot 
resulting from nonparticipation by certified participants.

Temporary Certification- Eligible & Waitlisted



Certification Periods

APPLICANT MEETS CSFP 
ELIGIBILITY CRITERIA + CE HAS 

CASELOAD

INITIAL CERTIFICATION-

 NOT TO EXCEED 3 YEARS

BEGINS THE FIRST OF THE 
MONTH THE PARTICIPANT 

RECEIVES BENEFITS

EXTENDS TO THE FINAL DAY OF 
THE MONTH THE CERTIFICATION 

PERIOD EXPIRES



Certification Period Example

Cristina completes the H1504, Participant Application on 
10/27/23 and is deemed eligible

Cristina’s certification period is from 10/1/2023 to 10/31/2026



Certification Periods

Only when 
caseload is 
available + 

applicant meets 
eligibility 
criteria.

10/1/2023 10/31/2026
X



Certification Period Example
Cristina completes the H1504, Participant Application on 10/27/23, but is placed 
on a waitlist due to the CE not having caseload.

Cristina receives a phone call from the CE that caseload is now available, and 
status is changed from waitlist to eligible.

Cristina goes to the CSFP Site & receives a box November 20, 2023

Cristina’s certification period is from 11/1/2023 to 11/30/2026



Certification Periods

Only when 
caseload is 
available + 

applicant meets 
eligibility 
criteria.

11/1/2023 11/30/2026
X

X



Certification Periods: Annual Validation

On an annual basis, the 
CE must verify each 
participant’s continued 
eligibility (within their 3-
year certification period).

01
The CE may use any 
method of its choice to 
conduct the annual 
validations (over the 
phone, in person). The CE 
must maintain 
documentation.

02
The CE may utilize the 
CSFP Participant 
Application H1504, page 
3 to conduct annual 
validations.

03



Certification Periods: Annual Validation

The participant’s 
address remains the 

same.

The participant still 
wants to receive CSFP 

benefits.

The CE has sufficient 
reason to believe that 

the participant still 
meets income 

eligibility standards.

The CE must verify that the following 
conditions are met:



Certification 
Periods: Annual 
Validation

No changes to the 
participant’s certification 

period/application.

If the participant’s 3 conditions 
are met during the annual 

validation:



Certification 
Periods: Annual 
Validation

If the participant does not meet eligibility criteria. 
The participant gets discontinued from the program 

within their certification period.*

the CE must conduct a formal review/Complete a 
new Participant Application Form

If any of the three conditions are not met:



Certification 
Periods: Annual 
Validation



Certification 
Periods: 
Temporary 
Certification 

Temporary  
certification is used 

to fill a caseload 
slot from 

nonparticipation of 
certified 

participants.

Issued to wait listed 
participants

Not less than one 
month. TDA may 
also provide you 
the timeframe.

May utilize TDA’s 
Temporary 

Certification Form, 
H1509



Certification 
Periods: 
Temporary 
Certification 

Once temporary certification 
ends, the recipient may 

receive a temporary 
certification extension, 

Be certified for a period not 
to exceed three (3) years, or 

Be placed back on the 
waitlist. 

The CE must clarify to the participant that 
benefits are temporary and of the following:



CSFP Temporary Certification Form, H1509



Certification 
Periods: 
Transfer of 
Certification

CSFP participant may transfer 
from one CE or site to another 
within Texas or to another state.

Participant’s certification period 
stays valid until the certification 
expires

CEs/Sites must serve 
transferring participants 
through the end of their current 
certification

CE completes the Participant 
Transfer form, found on 
SquareMeals.



CSFP Participant Transfer Form



V. Notifications



Notifications

During the application/eligibility process.

Discontinuance, termination

Certification expirations 

Other



Notifications: Eligibility

7CFR 247.15
Within 10 days from date of 
application/applying for the 

CSFP.

Must include information 
on the time, location, and 

means of food distribution, 
and the length of the 

certification period (cannot 
exceed 3 years). 



Notifications: Eligible & Wait List

7 CFR 247.15(a) & 7 CFR 247.11

Applicants must be notified of their placement on a waiting list within 10 days of their request 
for benefits.

Include the applicant’s name, address/telephone number, and  date the applicant is placed on 
the waitlist. This information is necessary to allow the CE to contact the applicant when 
caseload becomes available. 

May utilize a first-come, first-served basis by date applicants applied.



Notifications: Eligible & Wait List

* Note: The CE or site must perform a full certification for  
applicant(s) who have remained on the waitlist for greater than 
six months, before providing that individual with benefits 



Notifications: 
Ineligible

7CFR 247.15

Must be in writing, reason the 
applicant is not eligible, 

statement of the individual's 
right to a fair hearing to appeal 

the decision, and the 
nondiscrimination statement.

Within 10 days from date of 
application

May utilize TDA’s Application 
Notification, H1515



Notifications: 
Ineligible, 

discontinued, 
terminated

TDA’s Application Notification, H1515



Notifications (continued)

The CE and/or site must notify the participant of their certification 
period expiring 

If a participant is deemed ineligible during their certification period, the 
CE/site must discontinue the participant and provide written notification

Dual Participation is not allowed

During the participant’s certification period, the following 
notifications must be provided:



Notification: 
Certification 
Expiration 

7 CFR 247.16 (d)

CEs must notify participants in writing of their certification 
period expiring. It must include that program standards are 
applied without discrimination (NDS).

At least 15 days before the certification expires

CEs may utilize TDA’s form, Certification Expiration Notice, 
H1507



Notification: 
Certification 
Expiration

TDA’s Certification Expiration Notice, Form H1507



Notification: 
Discontinuance

7 CFR 247.17

A participant becomes ineligible during their certification period 
(annual validation conditions not  met), a participant misses (2) 
consecutive distributions, insufficient caseload slots, a participant is 
found to be committing dual participation at more than one CSFP site.

Written Notification at least 15 days before the discontinuance 
becomes effective.

Written Notification must include: the effective date of discontinuance, 
a statement of the individual’s right to appeal the discontinuance, & 
the NDS.



Notification: 
Discontinuance

The CE may utilize TDA’s Application 
Notification, Form 1515

Exception: If a participant is discontinued due 
to missing (2) distributions, the CE may utilize 
the CSFP Missed Distribution Notice.*



Notifications: 
Ineligible, 

discontinued, 
terminated

TDA’s Application Notification, H1515



Notifications: 
Discontinuance

TDA’s Missed Distribution Poster



Notification: 
Dual 
Participation

Dual participation means participation by an 
individual in CSFP at more than one distribution 
site. 

CEs and sites must protect against dual 
participation. 

Participants found dually participating may be 
discontinued from the CSFP.

CEs may utilize TDA’s Application Notification 
H1515



Notifications: 
Ineligible, 

discontinued, 
terminated

TDA’s Application Notification, H1515



Other: Tracking 
and Reporting

Participants must be given the opportunity to self-identify their ethnicity and 
race.

CEs must determine the number of actual beneficiaries by ethnic and racial 
category from participants applying for and/or participating in the CSFP on an 

annual basis. CEs must collect data using the Participant Application (Form 
H1504) or similar application form for each participant at the time of 

certification or recertification. 

The Collection of Racial and Ethnic Data -FNS 191



Data for the 
annual FNS 

191*; do not 
alter the 
options. 



Other: 
Tracking and 
Reporting

The Collection of Racial 
and Ethnic Data -FNS 

191

• Annually by July 1, 
report to TDA the data 
for the month of April 
electronically on FNS-

191, Racial/Ethnic Group 
Participation, 
Commodity 

Supplemental Food 
Program.

Maintain the original 
data by individual site 

with documentation of 
the sources and 

methods by which it was 
obtained. 

• Establish safeguards to 
protect the 

confidentiality of the 
data. 



The Collection of Racial and Ethnic Data -FNS 191



Other: Tracking 
and Reporting

The CE may utilize the CSFP Participant Application, H1504 or TDA’s Proxy Form, 
found on Square Meals.

CE’s must collect the participant’s name, name of site, authorization, including 
proxy name, participant’s signature, and duration of the proxy

A person designated by a participant, or by the caretaker of the participant, to 
act for the participant as necessary throughout every process of CSFP. A proxy 

must provide proof of identification before picking up a food package.

The Proxy



Other: Tracking 
and Reporting

Multiple Proxies. A participant may designate as many proxies as 
necessary to ensure that the food package is picked up. Likewise, a 

single proxy can be designated by multiple participants.

There are two ways to change a proxy: In a written statement, 
signed by the participant, or In-person at the CE or site, where 
proxy changes are noted and maintained in the participant file

The Proxy



CSFP Proxy Form



Other:
 Square Meals- 
CSFP Forms



Other:
 Square Meals- 
CSFP Forms



Questions



Food and Nutrition Division
Nutrition Assistance Programs

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

Fraud Hotline: 1-866-5-FRAUD-4 or 1-866-537-2834 | P.O. Box 12847 | Austin, TX 78711
Toll Free: (877) TEX-MEAL | For the hearing impaired: (800) 735-2989 (TTY)

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 (including gender identity and sexual orientation), 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.

58Updated 11/13/2023
www.SquareMeals.org

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