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[bookmark: State_Agency]State Agency
The Commodity Supplemental Food Program is administered in the Division of Family Health and Wellness, Tennessee Department of Health (TDH). The State Agency staff who serve in CSFP are shown on the current organization chart for the Division under Supplemental Nutrition Programs. The State Agency establishes eligibility requirements consistent with federal regulation 7 CFR Part 247.9 and provides for conducting local agency reviews according to Part 247.34.
The TDH Division of Administrative Services provides administrative and fiscal support services for CSFP. They are advocates for the program in facilitating federally required changes or improvements in program operations.
The TDH Office of Internal Audit conducts State and Local Agency audits of CSFP. All Local Agencies are responsible for the operation and maintenance of their online client eligibility, inventory and tracking system (Link2Feed & Macola).
The State Agency is responsible for placing orders for all USDA Foods based on the needs of the local agencies and their inventories and for preventing and detecting dual participation through these systems.



[bookmark: Local_Agencies]Local Agencies
The local agencies are delegated responsibility through contracts between the Tennessee Department of Health and the Local Agency for administering the program according to the provisions of the 7 CFR Part 247 and Part 250, and FNS Instruction 410-1 Revision 2, as applicable. Each local agency will comply with all requirements relating to food safety and food recalls. Local agency operations include, but are not limited to, determining eligibility of applicants based on established criteria, meeting the special needs of homebound participants, properly storing and distributing USDA Foods according to food package guide rates, providing nutrition education, complying with all civil rights requirements, maintaining accurate records, complying with fiscal requirements, and informing applicants of their rights and responsibilities. The local agencies are also responsible for preventing dual participation in CSFP and for any misuse of program funds.

Local agencies are also responsible for notifying the State agency about events or situations, including but not limited to the following:
1. Unexpected agency closures
2. Staffing changes
3. Location changes
4. Any changes in hours of operation

The following local agencies are responsible for the administration of CSFP:







David Quick, County Mayor Dyer County Courthouse
P.O. Box 1360
Dyersburg, TN 38024
731-286-7800
Fax: 731-286-6462

Tammy Deiter, COO
Second Harvest Food Bank of Middle TN 331 Great Circle Road
Nashville, TN 37228
615-329-3491
Fax: 615-627-1616









Leilani Spence, Clinical Services Shelby County Health Dept.
1020 S. Bellevue
Memphis, TN 38106 901-222-9074/9601 Fax: 901-222-9058
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Eligibility
I. INCOME--Eligibility will be based on age and gross household income, as outlined in the Federal Poverty Income Guidelines published annually by the Department of Health & Human Services.
Applicants are eligible if one of the following criteria is met:
1. Household income is at or below 150 percent of the Federal Poverty Guidelines.
Household means a group of related or nonrelated individuals who are not residents of an institution but who are living together as one economic unit.
Income means gross income before deductions for income taxes, employees’ social security taxes, insurance premiums, bonds, etc. Income includes the following:
a. Monetary compensation for services, including wages, salary, commissions, or fees.
b. Net income from farm and non-farm self-employment.
c. Social Security.
d. Dividends or interest on savings or bonds, income from estates or trusts, or net rental income.
e. Unemployment compensation.
f. Government civilian employee or military retirement or pensions or veteran’s payments.
2. For all participants, verbal declaration of income by the applicant is required at certification and other visits if income has changed. Local agency will provide a chart for applicants/participants to determine the level of income for the household.
3. Participants must report any increases of income at recertification or when USDA food boxes are picked up.

CATEGORICAL--To be certified for the CSFP, an applicant must meet the following conditions:
A. Male or female 60 years of age or older
1. The Local Agency shall check the identification of each applicant.
2. Documentation of age by participants
a. Proofs:
i. Medical record
ii. TN ID card
iii. TN driver's license
iv. Birth certificate.
3. The applicant must have reached their 60th birthday on or before the date of application.
a. An applicant must also be a resident of the service area of the Local Agency.
b. Nutrition risk criteria are not required for certification.
c. All participants are served on a first come, first served basis. See Agricultural Act of 2014 (Farm Bill).
Recipients shall not be required to make any payment in money, materials, or services for, or in connection with, receipt of the USDA Foods.

[bookmark: Certifying_Agencies]Certifying Agencies



The State agency will maintain a copy of all approved agreements on file for the following agencies:






Dyer County CSFP
325 S. Mill Ave.
Dyersburg, TN 38024
731-286-7823
Fax: 731-286-6462

Memphis/Shelby County Health Dept.
1020 S. Bellevue Blvd. Memphis, TN 38106
901-222-9750
Fax: 901-222-9796





Second Harvest Food Bank of Middle TN
331 Great Circle Road Nashville, TN 37228
615-329-3491
Fax 615-329-3988

CERTIFICATION PROCESS


1. An applicant for CSFP must provide the following information: name and address, including some form of identification; the gross household income unless determined to be adjunctively eligible under 7 CFR 247.9; household size; and other information related to eligibility like age, etc.
a. The application form must include the appropriate USDA nondiscrimination statement that informs the applicant that program standards are applied without discrimination by race, color, national origin, age, sex, or disability. This statement can be found on Page 24 of this plan. After informing the applicant or caretaker of the applicant of his or her rights and responsibilities, in accordance with §247.12, the local agency must ensure that the applicant or caretaker signs the application form, or electronically signs, beneath the following pre-printed statement. The statement must be read by, or to, the applicant or caretaker before signing.
2. After eligibility has been established, the applicant is certified to participate. Applicants must be informed that if there are changes to the household income, the CSFP local agency must be notified within 10 days after the change occurs.
3. Unless waiting lists are in effect, the certification of a person or notification must take place within 10 days of the person's first visit, and if the person is found eligible for the program, he/she must receive supplemental foods within ten days of notification.
a. Citizenship or durational residency requirements will not be imposed as a condition for eligibility.
b. If no caseload slots are available the applicant's name, date of application, address, and phone number is entered on a waiting list. Unless they have been determined ineligible, applicants must be notified of their placement on a waiting list within 10 days of their request for benefits. (247.15)
4. Participants will receive an explanation of how the food delivery system operates and will be informed of their rights and responsibilities in accordance with 247.12.

5. The Financial Screen in Link2Feed must be updated at each certification. The financial screen must be filled out with Proof of Residency, Proof of ID, Family Size, and Income Verification Source.
6. The participant signature is captured in Link2Feed.
7. A copy of the signed Rights and Responsibility form which contains a statement on dual participation, civil rights and rights and obligations is shown to the applicant in Link2Feed. An e-signature is captured in Link2Feed.
8. The recipient will be advised about health care and where it can be obtained. A referral may be given for other Public Assistance like SNAP, Supplemental Security Income (SSI) or Medical Assistance under Title XIX of Social Security Act.
9. Staff is responsible for sharing written information and referrals to the Senior Farmers’ Market Nutrition Program to expand awareness and access to the programs.
10. The participant may be issued a CSFP identification card.
11. Upon presentation of identification card or proof of identification at a food distribution site, a food package is issued.
12. For the home bound participants, the identification card or proof of identification must be presented at the time the food package is delivered or a proxy must be designated within the Link2Feed system and proof of their ID at each visit.
13. The rates of distribution established by USDA will be provided to the certifying agency and will conform to the most current rates provided by USDA.
14. Participants will have the opportunity to refuse any food item and may decline any portion of the food package that they choose before the visit is logged. Any changes in the quantity and types of food should be documented in the participant record. All local agencies track food box item number/contents and collect electronic signature for each participant distribution via Link2Feed.
15. Food packages will be filled at the designated distribution centers.
a. Local agencies may provide transportation of food for distribution to areas where the population consists of a large proportion of recipients or transportation may be provided by the complex where the participants reside as staffing allows.

[bookmark: Homebound_Participants]Homebound Participants
1. A homebound participant is defined as:
a. Persons who in the judgment of the local agency are unable to obtain monthly benefits without the assistance of the local agency.
b. The participant may be certified at home by the local agency designee. Being homebound (medically or physically) is assessed by a health professional to ensure compliance. Recommendation: A health professional provides a letter stating the need for home deliveries due to medical or physical circumstances preventing the participant from physically being present at pick-up, certification, or recertification.
c. The homebound applicant must meet the same criteria as all other participants to receive program benefits.
d. A manual or electronic certification form will be used to certify all homebound applicants. Participants must sign the cert form.
e. Food packages will be delivered to their home or picked up by their designated proxy.
f. For homebound participants that use proxies, they must fill out the state approved paperwork, and the proxy must show ID when picking up food packages for the homebound participant.


Proxy means any person designated by a participant, or by the participant’s adult parent or caretaker, to obtain supplemental food on behalf of the participant.


[bookmark: Certification_Period]Certification Period


1. Participants are certified for two years. (247.8)
2. The participant should make every effort to be physically present every two years for a recertification. Physical presence must be verified at initial application and recertification.
3. During the initial certification and recertification, a participant is highly encouraged to identify up to two proxies.

4. Participants may receive program benefits if they meet program eligibility requirements.
[bookmark: Proxies]Proxies
1. Two proxies at a time may be placed in Link2Feed during the certification period and updated any time throughout the certification period.
2. Each participant must provide their proxy's information to be put into the Link2Feed system.
a. Only two proxies may be assigned at any one time.
b. Proxy's name and number should be added to the system by the participant.
c. Proxies are required to show ID when picking up foods for the participant.
d. Proxies are applicable for the two-year certification period.
3. Proxies may pick up USDA Foods at the distribution site if they have been entered in Link2Feed by the participant as a proxy at certification. Proxy's must provide ID at pickup. On a case-by- case basis, at the discretion of the local agency, shall an assigned proxy be allowed to provide eligibility proofs for an applicant re-certifying for CSFP.


[bookmark: Disqualification_from_the_Program:]Disqualification from the Program:
When a participant is found to be ineligible the following steps must be taken:


1. The local agency must notify a participant in writing at least 15 days BEFORE
the expiration date of their eligibility.
2. The Notice of Ineligibility (NOI) may be completed at the USDA Foods pick-up in the month prior to the expiration of their eligibility.
3. If the pick-up is missed, a copy of the NOI must be mailed to the participant.
4. If the local agency has evidence that a participant is no longer eligible for CSFP benefits during a certification period, the local agency must send the NOI 15 days prior to the date of discontinuance.
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1. The current FNS/USDA assigned caseload will be served. The local agencies are assigned caseload based on historical data and ability to serve.
2. The local agencies are expected to serve at least 97% of the assigned caseload to maximize benefits.
3. For reporting purposes and tracking, the monthly caseload is based on the number of persons who received USDA Foods from each local agency. Link2Feed will capture this information. Participation is determined by the monthly report extracted from Link2Feed.
4. Persons who fail to pick up USDA Foods for two months are considered inactive.
5. Applicants for CSFP should never be denied if eligible.
6. Prior to discontinuance or disqualification, the participant must be notified in writing at least 15 days before the effective date of the discontinuance or disqualification.
7. Link2Feed can produce a report of those certified for CSFP who are active as well as those who are inactive each month.
8. This report is available at each local agency and should be used in caseload management by the local agencies to ensure that assigned caseload is maintained.
9. If resources are limited, the State Agency will provide detailed guidance for a waiting list and the approved form to be used for the waiting list.
10. In establishing the waiting list, the local agency must include the date of application, the status of the applicant, and demographic information necessary to allow the local agency to contact the applicant when caseload space becomes available.
1. Unless they have been determined ineligible, applicants must be notified of their placement on a waiting list within 10 days of their request for benefits.

[bookmark: NUTRITION_EDUCATION][bookmark: _bookmark3]NUTRITION EDUCATION


1. Nutrition education will be made available to all adult program participants and will follow the overall state nutrition education plan.
2. The local agency may share personnel and educational resources with other programs to provide the best nutrition education for participants.
3. The State Agency Nutrition Services Coordinator shall direct and approve all local agency nutrition service plans on an annual basis.
4. The Nutrition Services Plan template is provided to the Local Agency’s Nutrition Director annually.
5. A copy of the current approved plan will be kept on file at the Local Agency.


Nutrition education must be easily understood and related to the nutritional needs and household situations. Specific ethnic and cultural considerations should also be included. Nutrition education should include:


1. Emphasis upon the relationship between proper nutrition and good health.
2. The nutritional value of the CSFP foods and nutritious ways for the participant to use them for themselves.
3. Information on meeting the special nutritional needs of participants.
4. The role of regular healthcare and adequate nutrition in maintaining good health





[bookmark: Provision_of_Nutrition_Education]Provision of Nutrition Education


1. Nutrition education must be made available to all adult participants. For homebound participants, nutrition education materials should be included in food packages delivered to the participant's residence.

2. Local agencies may also provide nutrition education on-site with food demonstrations. CSFP foods may only be used to conduct demonstrations as a part of nutrition education for program participants.
3. Nutrition education may be provided by nutritionists, nurses, home economists, or others who have been approved by the State agency.
4. Participants with special needs should be referred to a nutritionist.
5. The education can be provided in many forms but is not limited to handouts, bulletin boards, displays, or multi-media presentations at the food distribution locations.
6. All sites must have at least 1 bulletin board displayed in an area where participants are going to be during their certification process or food package pick up.
7. Utilizing staff and resources to ensure that nutrition education is made available to all participants is the responsibility of the Local Agency/Regional Nutrition Director for the area.
8. For any local agency not included as a part of a State Health Region, the local agency director assumes this responsibility for ensuring that nutrition education is available for all participants.
9. Documentation of nutrition education is included in and/or tracked by Link2Feed or on a spreadsheet.
10. Follow up contacts are provided through distribution of printed material or individual/ group contacts as feasible.
11. Monitoring of CSFP nutrition contacts is completed at on-site monitoring visits by the State agency.
12. Since CSFP is an integral part of the TN Supplemental Nutrition Programs, local agencies have access to all nutrition education and resource materials developed or distributed by the State agency.
13. Other agencies or programs may also serve as resources. Technical assistance from state agency staff is available upon request.
14. More nutrition education resources in “CSFP Nutrition Education Resources”.

[bookmark: Nutrition_Education_Evaluations]Nutrition Education Evaluations


The evaluation of the nutrition education component is provided by:
1. Obtaining participant input through responses to an approved CSFP Participant Survey.
2. The number of surveys completed is based on a statistical sample of participants served. If participants are able to do so, they complete the survey form without assistance.
3. If conditions exist which make it difficult for a CSFP participant to complete the form, assistance is provided by local agency or state agency staff. The local agency is responsible for ensuring that the designated number of surveys is completed.
4. For homebound participants, the survey is included with the food package and returned at the next delivery.
5. On-site monitoring visits including conversations with participants present at the time of the visit.
6. Progress reports of the approved Nutrition Services Plan.
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1. Efforts will continue to be made to recruit additional program participants through churches, civic and other organizations. Flyers will be prepared to send to potential eligible participants outlining program benefits. This list will be obtained by working with local county and state organizations, Department of Social Services, Office of Aging, Community Senior Centers, and Senior Housing Facilities.
2. By utilizing system reports, participants who have missed a distribution will be contacted through email, postal mail, and phone calls.
3. Local agencies may provide participants with printed calendars showing the distribution times, dates, and locations, including the dates for delivery to homebound individuals.
4. Outreach efforts will continue at the local agency until the caseload is stabilized. State agency is always available to assist the local agency, as needed.

5. The State Agency Outreach Coordinator will continue to develop social media messages/ posts for use by local agencies as well as the State Agency social media outlet.


FOOD PACKAGES
CSFP is designed to aid low-income individuals known to be vulnerable to malnutrition to prevent the occurrence of health problems and to improve the health status of its participants. CSFP provides nutritious foods to supplement the diets of low-income persons 60 yrs. of age and older. Foods provided are purchased by USDA and issued at no cost to the participants.


The state agency receives orders from the local agencies for USDA Foods that are needed for distribution. The state agency staff orders the USDA Foods after comparing the inventory available in the local agency, the participation, and the future needs of the local agency. The orders are entered into the most current version of USDA’s electronic ordering system and confirmation of the orders is sent by email or fax to the local agency.


With the Dietary Guidelines for Americans and the My Plate initiatives, USDA has authorized food packages to provide a greater variety of foods to supplement participants' diets. However, the food package is not intended to provide for total dietary needs.
Packages are also designed to complement the eating patterns for the participants. The supplemental foods provide good sources of nutrients--calcium, iron, protein and vitamins A and C--which may be lacking in the diets of the program's target population.


The distribution rates for authorized foods available through CSFP are based on the rates in place at the time of distribution according to the Federal guidance rates that have been established by FNS/USDA (7 CFR 250). The FY25 USDA Foods Available List can be found at https://www.fns.usda.gov/usda-fis/foods-available . A complete food package must be distributed to each participant unless an item/s is refused by the participant.

The enhanced food categories include Fruits and Juice; Vegetables; Cheese; Milk; Meat, Poultry and Fish; Plant-based Protein; Cereals; and Pasta and Rice. The wider variety of food items will provide more choice and variety for participants.


FOOD DISTRIBUTION
Tennessee CSFP uses one type of food delivery system, and it is uniformly applied at each local agency. It is a direct distribution of food through warehouses located in the CSFP services areas. USDA Foods are received directly from the USDA authorized vendor via a contracted transportation company to deliver the foods to the designated local agency warehouses.
Participants or their proxies receive monthly distribution of USDA Foods at the local agency warehouse or designated locations in the local area. Participants are allowed to refuse any food item. If any item is refused it may be set out on the 'share table' for other participants to take.
a. Recipients, or their proxies, are required to present some form of identification before receiving a food package. The staff member who issues the food box or fills the food order should confirm the participant has not already received their monthly food package.
b. May utilize a drive-through model in which local agency staff place the CSFP food package directly into a recipient’s vehicle.
Homebound participants may receive bi-monthly delivery of the food package and the participant’s identification is observed at the time of delivery. Central Office should be notified prior to use of bi-monthly distributions.


FOOD LOSSES AND CLAIMS
Each Local Agency is responsible for safeguarding all USDA Foods from loss due to theft, embezzlement, fraud, insects or rodents, and spoilage from mishandling. ANY loss, regardless of the action must be reported to the State Agency in writing by email or fax within 3 working days of discovery of the loss. A claim determination must be completed and reported to the RO within 30 days of the date of the discovery of the loss. Any condemned foods must be reported to the State Agency on the most current version of the Food Destruction Report form with a description of the facts prior to the destruction of the foods.
Local agencies that improperly distribute or cause a loss or damage to USDA Foods through failure to properly store, care, or handle the USDA Foods will receive a claim

for the value of the loss of the USDA Foods that is greater than $500 (FNS Instruction 410-1 Rev. 2). The State Agency will take appropriate action regarding the loss based on the investigation and the facts related to the loss.
Food loss claims must be filed for losses or for foods improperly distributed under terms of the contract between the local agency and the Tennessee Department of Health. All food loss claims that are greater than $500 (FNS Instruction 4 0-1 Rev. 2) in value must be completed within 30 days and sent to the State Agency on the most current version of the Food Losses Report form. Investigative facts must also be attached to the Report. The State Agency will determine the action necessary to settle such claim.


For ANY food loss determined to be fraud, embezzlement or willful misapplication of policy and procedure will be turned over to the Food and Nutrition Service (FNS) Regional Office for further action. If so, determined by FNS, a claim for restitution may be initiated in accordance with the standards and procedures in FNS Instruction 420-1 Rev. 2, as applicable.


All the necessary loss, claim, or destruction report forms should be completed by the local agency and sent to the State Agency. The Local Agency must maintain a copy of all forms and communication related to the loss, claim or destruction for a minimum of 3 years from the close of the fiscal year to which they pertain. When claims have not been resolved, the records shall be retained as long as required for the resolution of such action or findings.
If the loss exceeds $100,000, the FNS Regional Office must notify FNS Headquarters of the loss before pursuing further claim actions. If the claim is less than $100,000, the replacement may be an in-kind replacement of the same domestically grown foods that are equal to or of better quality than the lost foods and are of equal monetary value. If an in-kind replacement is not practical, the foods may be replaced with similar foods with the approval of FNS. These foods must be from the same food group of at least equal value of the food loss. USDA Foods must be replaced with purchased foods obtained after the date of the loss. If the loss is the result of recurring operational deficiencies, cash payment is mandatory.


If any individual improperly receives or uses CSFP benefits through fraud, theft, embezzlement, or misapplication, the Local Agency must pursue a claim action against the individual/s regardless of the value of the loss. Fraud means intentionally making false or misleading statements or intentionally withholding information to obtain USDA

Foods or to sell or exchange them for non- food items. The individual must be notified of the right to appeal the claim action through the fair hearing process.


Since a claim against an applicant/participant must be cost-effective and be pursued in the same manner for everyone, the State has established guidance for this type of claim. After the local agency (1) notifies the participant that there is a claim action, the local agency shall (2) notify the State Agency. The State Agency may require the local agency to disqualify the applicant/participant for a period of up to one year unless the local agency determines that the disqualification would result in a serious health risk. Further action may be taken if a participant commits three program violations that involve fraud. Any applicant/participant who is disqualified must receive notification at least 15 days before the effective date of disqualification. The right to a fair hearing must be included in the notification.



INVENTORY AND ON-SITE REVIEWS
Physical inventories are required to be taken by local agency personnel at least once at the end of the month. However, the State Agency recommends weekly physical inventories to prevent food losses/claims, counting errors, and poor inventory controls. This information is also needed to complete monthly food orders and as a part of the information for completion of the monthly FNS-153 Report.


State Agency staff will conduct an on-site review of all local agencies and their storage facilities at least once every two years. All aspects of the program administration, including certification procedures, nutrition education, civil rights compliance, food storage practices inventory controls and financial management will be included in the review. A physical inventory of each local agency warehouse will also be included in the on-site review. State Agency staff will also conduct an annual on-site review of all local agency’s storage facilities (7 CFR 250.19). Notification of the on-site review will be provided by the Program Specialist at least 30 days in advance.



ESTIMATING USDA FOOD ORDERS
The number of USDA Foods needed to provide a full food package for all participants is calculated by the local agency monthly for locations that receive multi-food deliveries.

Use of the most current version of the “USDA Foods calculator” provided to the Local Agency by the State Agency who received it from the Regional FNS office is the method to be used to determine all food orders.


For warehouse locations that receive truckload orders, USDA Foods should also be assessed monthly to determine the need for all food orders at least four (4) months prior to need. To calculate a truckload order, use the USDA Foods calculator (as described above) to determine the foods needed for a three-month period (a quarter).
Each Local Agency must keep no more than a three (3) month supply of each food category on hand to prevent depletion of stock due to delays in deliveries, significant increase in caseload, or other unexpected situations. No food category should ever fall below the one (1) month threshold.


Local agencies will fill out the “CSFP Food Order Form” and send it to the state agency. The state agency will review all food orders prior to entering them into the USDA electronic ordering system. Local agency orders may be adjusted depending on the availability of a specific USDA Food or on the re-calculated needs of the local agency.


[bookmark: COMPLAINTS][bookmark: _bookmark5]COMPLAINTS
1. The local agencies shall investigate all complaints received in connection with the receipt/distribution of CSFP USDA Foods.
2. All such complaints should indicate the nature of the complaint, the date received, and the resolution of the complaint.
3. The complaint must be retained on file at the local agency for 4 years in a clearly marked file.
4. If large quantities of food are involved in the complaint, the Local Agency should notify the State Agency and the Environmentalist at the local health department.
5. The State Agency will follow up with FNS on any food complaint. Based on the recommendation of the State Agency/FNS a resolution will be determined. Lab tests may be necessary to resolve this type of complaint. Complaints should be reported to the State Agency immediately.
6. The State Agency will provide guidance in this circumstance.

7. Any food that must be disposed of will be handled in accordance with federal and state regulations, after the State Agency has approved the destruction in coordination with FNS/USDA.
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1. Preventing and/or detecting CSFP/CSFP dual participation within a region or the state is a function of the Link2Feed system.
2. Link2Feed also identifies potential CSFP dual participation between regional systems by comparing specific elements within the systems such as name, gender, race, and date of birth.
3. In accordance with 7 CFR 247.8, applicant identification is also checked for all applicants at each certification to prevent dual participation.
4. The Rights and Responsibilities Form is electronically signed by the applicant and advises that he/she may only participate in one program.
5. If an individual is found to be participating in more than one program, he/she must be discontinued from one of the programs so that service is being given in only one location within the local agency/state.
6. In either case, the individual must be notified by the local agency of the discontinuance.
7. If the participant makes an appeal, a fair hearing will be conducted. (See Fair Hearing Procedures in Appendix A.)
8. If the dual participation is found to be intentional, the local agency may disqualify the participant from CSFP unless a serious health risk is identified.
9. In this case, the participant must repay the value of the CSFP benefits that were improperly received.
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A narrative description of the financial management system which provides for accurate, current, and complete disclosure of the financial status of the Program, includes a procedure which enables prompt and accurate payment of allowable costs and ensures that costs claimed are in accordance with the Super Circular (Cost

principles applicable to grants and contracts with State and local governments) and FNS guidelines and instructions.


The Tennessee Department of Health (TDH) accounts for funds by fiscal year on the accrual accounting method. The administrative costs for the Commodity Supplemental Food Program (CSFP) are determined by using the State of Tennessee Accounting system (EDISON).


At the State level, all expenditures are reviewed by the State Agency accountant, the TDH Fiscal Office and finalized by the State Department of Finance and Administration prior to being expended. Supplies are requisitioned through Central Stores and if not available there, a purchase request is entered into EDISON and submitted to the TDH Procurement Management Office. Prompt and accurate payment of allowable costs is required by the Tennessee Prompt Pay Act of 1985 requiring all agencies to pay invoices within 45 days.


Administrative expenditures and cost obligations are determined from EDISON, the State Accounting system, based on appropriate documentation such as invoices, purchase orders, payrolls, and travel claims. The expenditures are determined to be allowable based on the guidelines set forth in the OMB Super Circular for the line items for payroll, travel, printing, supplies, equipment, maintenance, rent and communication. The cumulative outlays and obligations are reported on the FNS-153 monthly report.


Outstanding obligations are calculated by adding up all the invoices received from contracting local agencies and subtracting the payments that have been processed in EDISON. This figure is reflected in outstanding obligations reported on the FNS-153 monthly reports.


For Federal close-out purposes, all FY charges in EDISON are identified by a separate project code. Example: FFY25 project code for CSFP is HL4BCSFP00F0025 (current
year). At the end of the State fiscal year, each June 30, all contract expenditures as of June 30 which have not been paid are accrued in EDISON.

The CSFP local agencies are required to document expenditures for CSFP paid for by non-CSFP funds. These expenditures are reported on a supplemental spread sheet by month and reviewed during the local agency review.


If any CSFP income is received, it would be entered as a credit in EDISON and a report would be generated. The expenditures on the FNS-153 report would be reduced by the amount.


The procurement procedures of TDH are set forth by Tennessee Department of General Services guidelines. All purchase requests for supplies and equipment must be submitted to the Division of Procurement. If items of equipment or supplies can be purchased through a statewide Negotiated Price Contract the bid process is not required. If, however, General Services has not negotiated a statewide contract with a vendor, the competitive bid process is enforced through the TN Department of General Services, Central Procurement Office.


Subrecipients are also required to use a competitive procurement system. Local agency purchases are not required to be processed through the State system. Three bids are required on the same item before a purchase is made. After the bids are received, the requested item or service is purchased from the lowest bidder. There are exceptions when a special item is only available from one vendor.


All equipment purchased by TDH is recorded in the State inventory system. With each purchase, a copy of the purchase order is entered into the inventory system along with a description of the item, serial number, and location. TDH uses an ID tag to be placed on the newly purchased item. This tag number is entered in the computer as prescribed. A State inventory is conducted annually, and all equipment must be accounted for during this period.


A subrecipient can purchase equipment utilizing the same contract terms as the State, if permitted by the vendor. The contractor must maintain a perpetual inventory of all equipment purchased with grant funds and perform an annual inventory. The contractor must also submit an inventory control report annually to the State.

To comply with requirements of 7 CFR Part 3017 regarding non-procurement of goods and services from entities which have been debarred or suspended, the Commissioner of the Tennessee Department of Health acts as the duly authorized representative of the applicant and certifies that the applicant is not presently debarred or suspended. In addition, TDH requires the following clause in contracts, which contain federal funding:


“If federal funds are used to support this grant, the Grantee shall comply with all applicable federal statutes and regulations in the performance of his duties under this grant.”


The local agency is responsible for providing documentation for personnel costs reported on their contract invoices. Each local agency has a system in place that meets OMB Super Circular guidelines and that TDH has approved for cost allocation. The local agency allocates personnel costs with a time study if the staff is not 100% CSFP.


Each month the local agency submits an agency payment request (invoice). The local agency is then reimbursed for the reported expenditures through the electronic funds transfer system.


The local agency contract fiscal year covers the period from October 1 through September 30. Each contractor submits a budget to the State Agency office approximately four months prior to the start of the new federal fiscal year. The budgets are attached as exhibits to the contracts which are processed through the State contract system. These local agency contracts for administrative services are budgeted in the State system under the line item 13 (Grants) for the CSFP cost center.


Each contract is closed-out according to the terms of the contract. Expenditure reports are compared to the amounts paid to the contractor and if overpayments have occurred, refunds are submitted to the State and credited against the CSFP account. If the State should owe funds to a contractor at the end of the contract, the State will issue a payment for the amount due the contractor after the end of the year but before the close-out of the federal fiscal year and debit the CSFP account. The contractor has 90 days after the end of the contract fiscal year to report all the costs for the previous contract fiscal year.

The financial management system operated by TDH provides for accurate, current, and complete disclosure of the financial status of the Program. This system ensures that accounting records reflect the current USDA authorized amount and remaining balance for each fiscal year. TDH continually tracks each grant through monthly accounting reports from the start of the federal year through the end of the federal year.


Several documents are prepared for the State budget process each State fiscal year. The CSFP has one local administrative budget and one State CSFP administrative budget. TDH program budgets are submitted to the legislature for approval in advance of the actual budget year, i.e., July 1 – June 30. All approved budgets are entered on the State computer system through the Financial Management section of the State Agency’s Accounting system.


On-site reviews of administrative expenditures and program operations and contractors’ administrative expenditures (salary and non-salary) are performed as required by Federal Regulation. A standard format is used to review the expenditures. The review verifies source documents with the billings on the expenditure reports to ensure that costs are necessary, reasonable, and appropriate. A report notifying the agencies of any findings will be issued. TDH would be responsible for establishing claims for unallowable costs.


CSFP ALLOCATION
The total CSFP dollars allocated to each local agency are based on federal funds (grant award).
The State Agency retains the maximum amount permitted under Federal Regulation for expenditures related to administration. The State Agency pays printing and data processing costs on behalf of the local agencies. The State Agency will withhold an amount not to exceed $30,000 as permitted under Federal Regulation. These funds will also be used on-behalf of the local agencies for the movement of USDA Foods and needed computer system enhancements. The remainder of the base is allocated to each local agency in proportion to their percentage of total state participation. However, the special needs of agencies are also taken into consideration. Budgets may be amended during the year to increase or reassign funds.


The Tennessee budget allocation model has been adopted by TDH as the method of allocating CSFP dollars. Regional and county staff involved in budgets, agree that the

method is fair and rewards those who provide quality services. If a local agency’s yearly average participation drops, their funding allocation drops. When a local agency’s yearly average participation increases, funding allocation increases within the federal dollars allocated.
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Civil rights training requirements for volunteers should be approached in the following manner:
· Front line volunteers, such as individuals who regularly interact with program applicants and participants or determine eligibility must receive full civil rights training on an annual basis. Any volunteer who handles personal information must receive this training as well. Training should first occur during each individual’s orientation to the program.
· Volunteers who do not handle personal information and who may infrequently interact with program applicants, participants, or front-line staff, must receive, at a minimum, limited civil rights training which covers customer service and any other subject matter applicable to each volunteers’ roles and responsibilities. Consistent with above, it must first occur during volunteer’s orientation to the program and through refresher training as needed.
Below is the current nondiscrimination statement:

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;
2) fax: (833)-256-1665 or (202) 690-7442; or
email: program.intake@usda.gov.
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1. Each site must have the fair hearing procedures listed in English and Spanish.
2. They must be placed in an easily accessible area for the participants to view and read.
3. Participants have the right to file a complaint at any time they are on the program or discontinued from the program.
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A. Assurance of Civil Rights Compliance
The State agency hereby agrees that it will comply with:
i. Title VI of the Civil Rights Act of 1964 (42 U.S.C. 2000d et seq.);
i. Title IX of the Education Amendments of 1972 (20 U.S.C. 1681 et seq.); ii. Section 504 of the Rehabilitation Act of 1973 (29 U.S.C. 794);
iv. Age Discrimination Act of 1975 (42 U.S.C. 6101 et seq.);
v. Title II and Title III of the Americans with Disabilities Act (ADA) of 1990 as amended by the ADA Amendment Act of 2008 (42 U.S.C. 12131-12189);
vi. Executive Order 13166, "Improving Access to Services for Persons with Limited English Proficiency." (August 11, 2000);
vi. All provisions required by the implementing regulations of the Department of Agriculture (USDA) (7 CFR Part 15 et seq.);
viii. Department of Justice Enforcement Guidelines (28 CFR Parts 35, 42 and 50.3);
ix. Food and Nutrition Service (FNS) directives and guidelines to the effect that, no person shall, on the grounds of race, color, national origin, sex, age, or disability, be excluded from participation in, be denied the benefits of, or otherwise be subject to discrimination under any program or activity for which the Program applicant receives Federal financial assistance from USDA; and hereby gives assurance that it will immediately take measures necessary to effectuate this Agreement.

x. The USDA non-discrimination statement that 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, religion, sex, gender identity (including gender expression), sexual orientation, disability, age, marital status, family/parental status, income derived from a public assistance program, political beliefs, or reprisal or retaliation for prior civil rights activity, in any program or activity conducted or funded by USDA (not all bases apply to all programs).


This assurance is given in consideration of and for the purpose of obtaining any and all Federal financial assistance, grants, and loans of Federal funds, reimbursable expenditures, grant, or donation of Federal property and interest in property, the detail of Federal personnel, the sale and lease of, and the permission to use Federal property or interest in such property or the furnishing of services without consideration or at a nominal consideration, or at a consideration that is reduced for the purpose of assisting the recipient, or in recognition of the public interest to be served by such sale, lease, or furnishing of services to the recipient, or any improvements made with Federal financial assistance extended to the Program applicant by USDA. This includes any Federal agreement, arrangement, or other contract that has as one of its purposes the provision of cash assistance for the purchase of food, and cash assistance for purchase or rental of food service equipment or any other financial assistance extended in reliance on the representations and agreements made in this assurance.
By accepting this assurance, the State agency agrees to compile data, maintain records, and submit records and reports as required, to permit effective enforcement of nondiscrimination laws and permit authorized USDA personnel during hours of program operation to review and copy such records, books, and accounts, access such facilities, and interview such personnel as needed to ascertain compliance with the nondiscrimination laws. If there are any violations of this assurance, the Department of Agriculture, FNS, shall have the right to seek judicial enforcement of this assurance.
This assurance is binding on the State agency, its successors, transferees, and assignees as long as it receives assistance or retains possession of any assistance from USDA. The person or persons whose signatures appear below are authorized to sign this assurance on behalf of the State agency.
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