








* Note: only 1 distribution site per CE is reviewed 









Finding 
Number Finding Question

100.01 Required posters (AJFA) are not being prominently displayed at 
the CE location. Participant Rights & Responsibility poster is an 
outdated version.

100.04 The nondiscrimination statement (NDS) is not included on all 
printed materials such as applications, pamphlets, forms or 
any other materials distributed to the public.

100.05 The CE’s website does not have the updated nondiscrimination 
statement.

100.09 The CE does not have an adequate system for processing civil 
rights complaints. *Note: New process in handbooks.

100.15 The Race and Ethnicity categories are not correct on the CE’s 
electronic/paper CSFP applications. 



Finding 
Number Finding Question

300.01 CEs do not have training logs for CR trainings or training logs missing name of trainer, 
date of training, location of training, training topics

3000.08 Site staff and volunteers that are handling client/applicant’s personal information have 
not taken their annual Civil Rights training (long version).

3000.15 CSFP food boxes are not being stored in a safe space.

3000.28 The 30 CSFP Participant Applications (H1504) samples
have missing information. CE’s electronic application missing certification statement, 
NDS, ethnic/race categories, requiring additional information. 

3000.29 Annual validations are not being completed correctly.
Other Site records are unavailable during site visits/not within record retention timeframes



Finding 
Number Finding Question

Other CEs outreach materials/Nutrition Education: Contain more stringent regulations than 
TDA, requiring proof of address, age, income. Materials are not translated into Spanish. 

Section 100 CE’s website does not contain information about the CSFP; information is not up to 
date. Agency portal handbooks/forms are not updated.

Section 200-
Caseload 
Management

Written Notifications and timeframes are not part of the CE’s process

Section 200-
Caseload 
Management

CEs are not certifying up to their caseload amount/over certifying CSFP applicants. Not 
utilizing the waiting list/temporary caseload correctly.



Finding 
Number Finding Question

Section 500 
Nutrition 
Education:

CEs do not have an SSI Referral to provide to seniors.

Section 500 
Nutrition 
Education:

CEs are missing a Nutrition Education Plan, Survey, and/or Evaluation. Annually 
required. 

Section 700-
800 
Warehouse

Timely submissions of the FNS 153, CSFP Menu items not including 
cheese/incorrect guide rate used. 

Section 700-
800 
Warehouse

Sites that store CSFP boxes are not reporting it to the CE. CE is not reporting the 
inventory on the FNS 153. Inventory remaining at sites/CE level must be 
reported onto the FNS 153.







Example: 
Records/documents 

specific to PY 24 
must be retained 

until September 30, 
PY 27.* Note: If audit findings, claims, litigation, or investigation findings have not been 

resolved, records must be retained beyond the required period until resolved.





The following CSFP documents must be retained:













There are various methods to ensure full caseload use. Several of these are 
the waitlist, temporary certification, and the use of proxies. Ensuring full use 

of caseload allows TDA to request additional caseload. 











**CEs must consult with TDA prior to granting a temporary certification 
period for greater than six months. 





In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and policies, the USDA, its Agencies, 
offices, and employees, and institutions participating in or administering USDA programs are prohibited from discriminating based on race, color, 
national origin, sex, disability, age, or reprisal or retaliation for prior civil rights activity in any program or activity conducted or funded by USDA.

Persons with disabilities who require alternative means of communication for program information (e.g. Braille, large print, audiotape, American Sign 
Language, etc.), should contact the Agency (State or local) where they applied for benefits. Individuals who are deaf, hard of hearing or have speech 
disabilities may contact USDA through the Federal Relay Service at (800) 877-8339. Additionally, program information may be made available in 
languages other than English. 

To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, (AD-3027) found online at: How to File a 
Complaint, and at any USDA office, or write a letter addressed to USDA and provide in the letter all of the information requested in the form. To request 
a copy of the complaint form, call (866) 632-9992. Submit your completed form or letter to USDA by:

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

fax: (202) 690-7442; or email: program.intake@usda.gov. 
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)

Food and Nutrition Division
Commodity Supplemental Food Program

This product was funded by USDA. 
This institution is an equal opportunity provider.
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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/USDA-OASCR%20P-Complaint-Form-0508-0002-508-11-28-17Fax2Mail.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.

tel:800-877-8339
https://www.usda.gov/sites/default/files/documents/USDA-OASCR%20P-Complaint-Form-0508-0002-508-11-28-17Fax2Mail.pdf
https://www.usda.gov/oascr/how-to-file-a-program-discrimination-complaint
https://www.usda.gov/oascr/how-to-file-a-program-discrimination-complaint
mailto:program.intake@usda.gov
https://www.usda.gov/sites/default/files/documents/USDA-OASCR%20P-Complaint-Form-0508-0002-508-11-28-17Fax2Mail.pdf
mailto:program.intake@usda.gov
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