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QUICK GUIDE: 10 STEPS TO FOOD BANK MEMBERSHIP

__ 1. Read thisManual completely. You need a basic understanding of your role in providing food to
the hungry and the procedures, policies and guidelines you will be required to follow before you begin
operating as a member agency.

___ 2. Egtablish Internal Revenue Service 501(c)(3) status. Enclose a copy of the IRS 501(c)(3)
document under which your organization operates. If your are “umbrellaed” under another
organizations 501(c)(3) document we must have a signed letter from the parent organizations Executive
Director, on letterhead stationary, stating that you are authorized to operate under their 501(c)(3)
exemption and that they take full legal and financial responsibility for your program. Please do not
confuse an IRS501(c)(3) document with the Commonwealth of Kentucky, Department of Revenue sales
tax exemption form, or IRS Federal Employer Identification Number. |f your agency doesn't have a
501(c)(3) letter or equivalent, we cannot accept your application. PRIVATE FOUNDATIONS are
not eligible for member ship, even if they have 501(c)(3) exemption. See the section entitled “What
is501(c)(3) Status?’ page 18, for information on your options.

___ 3. Fill out the Application For Food Bank Member ship (attachment A), answering all questions
completely and accurately. If you don’t understand how to respond to any question, we will help. Be
sure to have the agency’ s director, the church’s pastor or the person in charge of your organization sign
and date thisform.

__4. Fill out the Food Receipt Form. Then have your director, pastor, or person in charge and the
chairperson of your agency’ s board read both and sign where indicated. Both signatures are required.

___ 5. Fill out the Certificate of Member ship and have it signed by the agency director.

___ 6. Writea $50 check payable to God's Pantry Food Bank on an agency check for the Application /
Membership Deposit. When your application is approved, that $50 is placed in your account as a credit.
Once you purchase $50 worth of Food Bank product, you can apply that credit towards your bill or any
future purchases. If your application is not approved the check is returned. Do not pay by cash,
personal check or money order.

___ 7. Send theitemsin #2 through #6 (the $50 check, the 501(c)(3) letter and the three forms) to
Agency Services Manager, God' s Pantry Food Bank, 1685 Jaggie Fox Way, Lexington, KY 40511-
1084. Y ou can expect our call within a week.

The progress from this point to membership, once your complete application is in hand at God’s
Pantry, usually takes about a month. Near the end of the calendar year (holiday season) it could take
longer.
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__ 8. Wewill visit your sitefor itsinitial inspection. We will contact you to set atime for usto visit
your agency for aninitial monitoring. A member of our staff will come to your site to inspect your food
storage areas and/or kitchen to insure that you are in compliance with basic food storage regulations. If
you are preparing meals for client consumption on or offsite, or both, we will require a copy of your
current county health department inspection and copies of food managers or handlers licenses. We will
also check the records system you plan to use to track your service statistics and your use of Food Bank
products. (Note: The site must be completely ready to operate when we visit — don't let us schedule a
visit if you haven't put in shelves yet, added the door lock or done some other important structural
work; we'll just have to come back again.)

9. Wewill call you in for an Orientation visit. After the siteinspection, if everythingisin order,
we will arrange atime for your Food Bank orientation at either the Lexington or Prestonsburg
warehouse. This orientation familiarizes you and representatives from your agency with the warehouse
location and set-up, procedures for taking product out of the Food Bank, and the kinds of product
available. Y ou will also meet God' s Pantry staff members, and you may ask questions about how God’'s
Pantry and food banking works. This orientation lasts 30 minutes to an hour.

__10. Chief Executive Officer review. Following the orientation our CEO will review the case file
and make the final decision on approving your application. If approved, we will assign a 5-digit
number, send a Letter of Membership and you can start accessing our product. If your applicationis
not approved, your deposit check will be returned with aletter explaining our decision.

Some reasons applications ar e declined:

Applicant is not a nonprofit organization.

Applicant does not have the required documentation of 501(c)(3) federal tax-exempt status.
Applicant’s service areais already adequately served by other agencies.

Applicant does not meet guidelines on “ Certificate of Membership.”

Applicant is unwilling to cooperate with other service providersin their area.

Applicant discriminates among clients on basis other than financial need.

Applicant uses or plansto use products outside the guidelines for use or eligibility.
Applicant plans to serve ineligible clients.

Applicant’s service policies are not compatible with Food Bank regulations.

Applicant is a Private Foundation.



AN INTRODUCTION TO GOD'S PANTRY FOOD BANK

Mission Statement - “ To reduce hunger in Kentucky through community cooperation making the best
possible use of all available resources.”

Serving over 390 programsin 50 Kentucky counties: Founded in 1955 as an emergency food
provider serving Lexington/Fayette County, God’ s Pantry now provides food and non-food products to over
390 non-profit organizations located in our 50 county service area. We accomplish this through our
warehouses located in Lexington and Prestonsburg. Y ou are applying to be one of these agencies.

The purpose of food banking isto prevent usable food from going to waste and to channel this food
to hungry people and organizations that serve the needy. God' s Pantry collects food from local, regional and
national food manufacturers, processors, growers, wholesalers and retailers.

Food Banks handle food and non-food products that are over-produced, nearing expiration date,
damaged, mislabeled, improperly weighed or cosmetically imperfect. These products are of good quality, but
the manufacturer has decided to donate them rather than try to sell or dump them.

God’s Pantry servesfood box and on-site feeding programs: God' s Pantry routes its food to non-
profit organizations that provide emergency food boxes, as well as non-profit organizations with on-site
and/or supplemental feeding programs that serve low income residents of our service area.

Part of America’s Second Harvest, The Nation's Food Bank Network: God's Pantry isa
certified member of America’ s Second Harvest, the nationa food bank network with over 200 food banks
located in all 50 states. Each year, America s Second Harvest food banks solicit, collect and distribute
hundreds of millions of pounds of food and other grocery items. America s Second Harvest receives food
from nearly every major food corporation, and 42 percent of the Second Harvest food designated for
Kentucky is allocated for distribution through God' s Pantry.

Shared Maintenance fee: The Shared Maintenance fee of up to 19 cents per pound for Food
Bank food and grocery items equals only about 20 percent of the retail price. Thisfeeis not a price for the
product. Rather, it isahandling fee that hel ps cover part of the cost of making the products available. We
often pay a service fee to other food banks in order to obtain this product. It also coversthe cost of
transporting product from the donor to our warehouse, and maintaining our warehouses, equipment, utilities
and staff. Shared Maintenance fees do not cover the full cost associated with getting these foods and other
products to you. The programis still subsidized by God' s Pantry and the fundraising we do to support our
mission.

Lexington and Prestonsburg war ehouses. God' s Pantry has two warehouse locations established
to serve its Member Agencies. The Lexington site isthe primary facility, where all administrative and
program staff are located. The Prestonsburg warehouse is intended to serve member agencies from the
eastern Kentucky counties of Floyd, Harlan, Johnson, Knott, Ledlie, Letcher, Magoffin, Martin, Perry and
Pike.

Drop/delivery servicein some areas. God's Pantry offers monthly “drop” deliveries to southern &
eastern Kentucky. By using the drop, agencies are allowed to pre-order product for shipment to alocation
closer to their site. Thereisno fee for this service. We deliver to Corbin, Pineville, Williamsburg,

M anchester, Berea, Jackson, Hazard, M or ehead, Cumberland, Mount Vernon and Somer set.
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GOD'S PANTRY FOOD BANK POLICY

God' s Pantry Food Bank helps prevent waste and fight hunger by collecting and distributing surplus and
salvageable food and non-food products to qualifying agencies.

The Food Bank will receive and distribute products according to the following criteria:

1) Both food and non-food products will be accepted by the Food Bank. The Food Bank cannot accept
clothing and furniture to distribute.

2) All agencies receiving Food Bank product will meet federal guidelines for and have 501(c)(3) not-for-
profit tax status or some other acceptable 501(c) status.

3) All agenciesreceiving product will have a signed Application for Membership, Certificate of
Membership and Food Receipt Form on file and must attend an orientation at one of the warehouses
prior to becoming a member agency.

4)  Upon application a Food Bank member agency will be required to make an application / membership
deposit of $50.00 (fifty dollars). Thisfeeis deposited in the agency’ s account and returned in product
once an agency spends at least $50.00 of its own funds at the Food Bank. If an applicant is not accepted
for membership, the deposit is refunded. If an agency becomes a member but does not use the Food
Bank, the deposit is forfeited. Multiple program agencies will be dealt with on a case-by-case basis.

5) Agenciesreceiving product will provide to the Food Bank a per-pound Shared Maintenance fee that will
not exceed the America s Second Harvest maximum. The Food Bank may charge nominal feesfor
services provided to member agencies that are over and above the actual food banking function.

6) Recordswill be kept at God’ s Pantry Food Bank of all product received and distributed.
7) If preparing meals for client consumption on or offsite, or both, your agency must be inspected by the

county health department and documentation of such must be provided. Additionally, we requirea
current copy of food managers or handlers licenses.

8) Neither the Food Bank, its satellites, nor any member agency may sell, charge or barter any Food
Bank product. Member agencies must provide direct serviceto its clientsand not act asaregional
or secondary outlet of God’s Pantry Food Bank.

9) All agencies must agree to be monitored before becoming a Food Bank member, at 6 months into
membership and annually thereafter.

10) At least one representative of each Food Bank member agency must attend at least two Model Agency
Workshops each year. Meetings will be offered at least twelve times ayear in several countiesto help
strengthen member agencies programs.



11y Membership may be denied to an agency on the basis of regional saturation (one or more pantries
serving the same service area).

12) Agenciesthat are inactive for more than one year may be terminated without notice. Readmission
requires reapplication and the usual new agency monitoring visit and deposit of $50.00.

13) All representatives of member agencies must be listed as authorized shoppers in our data-base in order
to obtain product from our Food Bank. Thisincludes people picking up orders at the Lexington and
Prestonsburg warehouses and at drop delivery locations.

14) Payment for product must be made by check only and must come from the 501(c)(3) agency. Any
agency with an outstanding balance of more than 60 days will be prohibited from further charges until
the previous debt is settled and/or a pay-as-you-go plan is arranged at the discretion of the Agency
Services Department. In the event of repeated checks being returned, we will require payment by a
cashiers or certified check.

15) Should an agency terminate their membership, either voluntarily, or involuntarily, and have a credit
remaining on their account, we will use that credit towards outstanding debt or, if thereisn't an
outstanding debt, we will refund the credit balance. Agencies operating more than one program can
request that the credit balance be transferred to the other program(s).

16) Product in short supply may be limited in distribution to assure all eligible agencies have an opportunity
to access this product. The Operations Director of God' s Pantry makes that decision.

17) Pet food will not be solicited or routinely distributed by the Food Bank. When it is donated, it will be
disposed of as quickly as possiblein the most practical manner possible to avoid contamination of food
products.

18) Specific guidelines for the use of donated product are attached to each member agency’ s Certificate of
Membership and must be agreed to by the agency prior to becoming a Food Bank member agency.

19) Some product may only be available to certain agencies. Priority for the distribution of product to
member agencies will be asfollows:

a) God's Pantry Emergency Food Box Program.

b) All other emergency food box (pantry) or disaster relief programs.
C) Soup kitchens, abuse centers, halfway houses, homeless shelters.
d) Children's homes and senior programs.

€) Comprehensive care programs.

f) Poverty communities, day care centers, schools, camps.



POLICY GUIDELINES FOR DISTRIBUTING DONATED PRODUCT

All Food Bank Member Agencies must be federally exempt 501(c)(3) or ganizations, wholly owned by
a 501(c)(3), 501(c)(3) equivalent (churches), or have an established 501(c)(3) Separate Fund.

All personnel of the Member Agency who will comein contact with Food Bank product must be made
awar e of the following guidelines:

1) Agenciesmay not sell, barter or trade Food Bank products.

2) Agencies may decide for themselves what sort of client eligibility guidelines will be used in distributing Food Bank
product. We ask that guidelines be consistent and that primary service is directed to the “ill, needy and/or infants.”
(Note that the guidelines for TEFAP Commodity distribution are not as flexible.)

3) Food Bank products must be equally availableto al eligible “ill, needy and/or infants’ without regard to race,
gender, national origin, handicaps or religious preferences. Recipients of food bank product may not be required to
listen to preaching or profess a certain faith to receive food service, and may not be denied service or receive
unequal treatment on the basis of their religious orientations.

4) Donation cang/jars and/or contributions from clients served is prohibited.

5) Donated product may not be used for fundraising purposes, either as prepared food (dinners or bake sales) or as
prizes for contests.

6) An agency that serves both needy and non-needy clients (an on-site feeding program) must ensure that a majority
(51 percent) of its clients are low-income and/or receive service at below market rates on the basis of
subsidized/dliding scale fees or a no charge.

7) Agenciesthat serve congregate meals where some ineligible persons may consume some of the product must
confirm that most of the food is being consumed by eligible needy persons.

8) Agenciesthat provide a comprehensive care service, with food being a part of that service, may charge afee for
their services. The agency may not charge separately for the food provided.

9) Agencies may not pay or thank volunteers with donated product. Doing so is contrary to both tax and labor law.

10) Designated persons within an agency may consume or take home donated product to: (a) become more familiar with
them (and be able to advise agencieg/clients as to their uses); (b) discover new ways in which they can be used; and
(c) test their fitness for consumption.

11) Staff or volunteersin need must meet the same standards of need as all other persons coming to the agency for
assistance, and must follow the same procedures to receive assistance. Emergency situations should be dealt with by
designated persons within the agency, and must be handled discreetly to preserve client confidentiality.

12) Agencies may use non-food items (hand soap, toilet paper, cleaning supplies) provided by God’s Pantry for usein
agency upkeep or in support of the agency’s food distribution program. Use of these items by the agency must be
controlled by designated persons within the agency, and must be documented, monitored and periodically evaluated.

13) Agencies may pull donated food items (pastries, tea, coffee, sugar, etc.) from inventory for on-site consumption by
agency volunteersin special circumstances. Volunteers who qualify, based on need, may be served ameal using
Food Bank product. Agency staff (not of low income) may not use Food Bank product for regular meals or snacks.
Bread and bakery products that are in excess and will spoil may be made available to staff, but only after all needy
persons and eligible agencies have been served.
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14) Agencies may use donated goods as refreshments for business meetings where agency-related business is conducted
and refreshments are normally served. Use of product for this purpose should be incidental to its primary use in the
care of theill, needy or infants. However, the Food Bank does not recommend this practice.

15) Poverty communities whose residents are “voluntarily poor” and/or without income may use donated product for
their own consumption in addition to any other eligible persons the agency might serve. Separate records should be
kept of food consumed in-house and that distributed externally.

16) Agencies may distribute donated product in disaster situations where some product may be consumed by volunteer
workers who may not otherwise beill, needy and/or infants.

17) Agencies may provide servicesto personsinvolved in labor disputesif the agency’s normal standards of
determining need are followed. Need verification tests should go beyond the fact of the person’s being temporarily
without income from their normal job and a member of a union involved in adispute. Having a working spouse,
receiving strike pay or working at atemporary job would likely serve as a basis for declaring a client ineligible for
food assistance.

18) A 501 (c)(3) agency may designate a non-501(c)(3) group to act asits agent in distributing donated product
obtained from God'’ s Pantry. However, the 501(c)(3) agency must be responsible for the product distribution
activities of the designated group. Funds used to pay the shared maintenance must come from the 501(c)(3) agency,
not the designated group. All funds received and disbursed in connection with the donated product must go through
the fiscal books of the 501(c)(3) agency.

19) Home-based service programs (such as foster care homes or family-based day care) are excluded from God’ s Pantry
membership, unless the service is provided under the auspices of a 501(c)(3) organization.

20) Entitiesoperated directly by a branch of government (local, state or federal) are municipalities, not 501(c)(3)
agencies, and, therefore, are not eligibleto receive donated product through God’s Pantry. Private
Foundations are not eligible for Food Bank member ship.

21) Member agencies may be 501(c) other than (3) organizations under certain limited circumstances. Potentialy
eligible agencies must check with God’ s Pantry to clarify their options.

22) Food Bank member agencies may not distribute donated product outside their service territory, except in cases of
special, America’ s Second Harvest approved circumstances.

23) Unusable (spoiled) donations of Food Bank food may be distributed to a non-501(c)(3) party for use as animal food.
There should be awritten agreement between the animal feeder and the agency in which it is clear that the donated
product will only be used as animal feed and will not be sold, transferred or bartered for money, property or other
services. God's Pantry will provide details as to the content of the agreement upon request.



SHOPPING PROCEDURES LEXINGTON WAREHOUSE

Operating hours. The Lexington warehouse is open Monday through Thursday from 9:00 am. to
3:30 p.m., and on Friday from 9:00 a.m. to 12:00 noon. The warehouse is closed for inventory on the last
work day of every month.

Welcome Center. Product orders and pickup scheduling takes place at the Welcome Center.
Follow the signs directing you to the center. The Welcome Center offers comfortable chairs, restrooms,
drink vending machines, examples of available product, and other information. Since only God's Pantry
staff isallowed in the war ehouse, bread products are delivered to the Welcome Center or to the apron of
the City Dock loading area, from which you may shop. Please be respectful of God's Pantry staff and other
agencies, and act in an orderly and tidy manner. Windows in the Welcome Center alow you to seeinto the
warehouse and loading dock area.

Parking. Parking spaces are marked and located near the Welcome Center. Handicap parking is
available.

Ordering options:
NOTE THAT ALL ORDERSMUST CONTAIN A MINIMUM OF TWO (2)
WORKING DAYSLEAD-TIME. Notethat EACH Holiday adds One (1) Working Day.

Lead-Time Chart for Ordering

EARLIEST Order can be Picked
Order Submitted ON Up
Monday Thursday
Tuesday Friday
Wednesday Monday
Thursday Tuesday
Friday Wednesday

Onlineordering - Online ordering is only available for product stored in the Lexington
Warehouse at thistime. Online Orders are entered first into the inventory system (before other types of order
entry). Online Orders are the most efficient, easiest, and preferred method of ordering. Online ordering
procedures will be explained during your orientation visit, asit requires a username and login password.

Drop orders— Predetermined Drop Delivery information is distributed the first week of the
month and is also available on our website under the “agencies’ tab. Note that Drop Orders have specific
lead-times and dates for order placement that differ with each predetermined drop delivery site. Orders may
be placed through the preferred Online Ordering System, or they can be faxed to (859) 381-8403 (when
faxing, you must utilizethe “DROP DELIVERY"” order form).



Onlineinventory — If you are unable to utilize the Online Ordering System, you may also
view our inventory by visiting our website www.godspantry.org, clicking on the “ Agencies’ tab, then
clicking on “Inventory/ordering”, and scrolling down to the Lexington warehouse inventory. Open and print
the inventory and the fax order form, and then place your order (it must have the date on which you plan to
pick up your order, and with the appropriate minimum two working day lead-time). Fax your order to God's
Pantry (859) 381-8403. Once your fax isreceived, your order will be entered into the inventory system, and
the balance of the order pickup process is the same as explained under below.

Order by fax — If you are unable to access the Web Site www.godspantry.org, you may
call the Welcome Center (859) 288-5333 and request that a current inventory be faxed to you, along with an
order sheet. Fill out the order sheet (it must have the date on which you plan to pick up your order, and with
the appropriate minimum two working day lead-time), and fax it back to God's Pantry @ (859) 381-8403.
Once your fax isreceived, it will be entered into the inventory order system.

Walk-in Orders—You must belisted as an authorized shopper in order to order and
obtain product. All authorized shoppers must know your agencies 5 digit identification code in order to
access and pickup product at the Food Bank. The Lexington warehouse only accepts walk-in orders for
futur e pick-up dates which allow for a minimum of two (2) working days of lead-time. Once you check in at
the Welcome Center desk area, you will receive a current inventory/order form, from which you may place
your order. If you have an emergency request, please feel freeto contact a Director.

Food safety. Refrigerated and frozen items will be the last product pulled in filling orders. This
policy insures that product is held at the proper temperature. Those traveling long distances will need to
bring coolers for proper storage of this product.

Order pickup. Only authorized shoppers may pick up your Agency's order. Anindividual is
authorized to shop at the Food Bank only if that individual islisted in the agency database as an authorized
shopper. The Welcome Center clerk will verify this. Please signin at the Welcome Center desk area, and
check in with the Welcome Center Assistant, who will inform you which loading dock areais appropriate
for your vehicle. All agencies are required to load their own vehicles, and at their own responsibility. There
isaramp near the loading docks, and we may be able to load your trucks and trailers with our forklifts and
pallet jacks (if staff and equipment are available at that time). BE SURE TO BRING A VEHICLE LARGE
ENOUGH TO HOLD YOUR ORDER, AND PEOPLE TO HELPWTH LOADING. Verify your order as
you load your vehicle. You may request a copy of your order to assist you in verification of your order, and
use that copy to verify your order as you load it (changes cannot be made after you leave the facility). Once
loaded and verified, return to the Welcome Center to pay, charge or apply grants to shared maintenance fees.
You will sign one copy of the invoice, and retain one copy for your records. Y our invoice is then confirmed
and you leave.

Pay at visit or within 30 days. You can pay the invoice by agency check at checkout, or payment
can be mailed to God’ s Pantry Food Bank, 1685 Jaggie Fox Way, Lexington, Ky. 40511-1084 within 30
days. Your invoiceisyour bill. We cannot accept cash or personal checks. Please reimburse us as quickly as
your procedures permit. Accounts more than 60 daysin arrears must be paid in full prior to additional
service unless special arrangements are made with the Programs Director and approved by the Chief
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Executive Officer. Be sureto write your agency number and invoice numbers on the memo line of your
check. Thisallowsusto ensurethat payment is credited to the correct account.

Credits. Please be timely with credit requests (the general expectation isthat you will inspect and
report any discrepancies or issues within 24-48 hours). All food bank products are inspected for food safety
and suitability. Products are distributed by the case or by the pound, and you are accepting that product “as
is.” Should any product prove to be unusable once you return to your site (severely dented or crushed
beyond use, insect or rodent infested, etc.), please call and inform us, giving as much detail as you can
provide from your invoice. You will receive a credit for that product, and your call allows usto check the
entire lot for suitability and dispose of it if necessary.

Someitemsarelimited use. Occasionaly, certain food industry donors place conditions on
products they donate. God' s Pantry must honor these conditions to ensure continuing contributions. As an
example, some products may be available only to agencies having on-site feeding programs. In that case,
these products would not be available for use in food box or supplemental food programs. When obtaining a
product subject to limited use, you will be asked to sign a statement agreeing to use the product as intended
by the contributors. Please be considerate of any donor stipulations and assist the Food Bank in honoring our
commitment to the donors of these special products.

Someitemsarelimited distribution. God’s Pantry may need to limit the distribution of especially
desirable products in short supply. In such cases, first priority will be to emergency food box programs, then
on-site feeding programs, and lastly supplemental food programs
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SHOPPING PROCEDURES PRESTONSBURG WAREHOUSE

Operating hours. The Prestonsburg warehouse is open Monday through Friday 8 am. - 4 p.m. The
warehouse is closed for inventory on the last work day of every month.

Know your 5-digit agency number. Inorder to access product at the Food Bank you must be
listed as an authorized shopper in our database. Thiswill be confirmed at the time of your visit. If someone
comesto “shop” and is not listed in our database, we will check with your agency director before that person
can access product.

Purchase by the case. All food bank products are inspected for food saf ety and suitability before it
is put on the warehouse floor. Product is distributed by the case and you are accepting that product “asis.”
Should product prove to be unusable once you return to your site (stale, dented beyond use, buggy) call us
and let usknow. Y ou receive a credit for that product, and your call allows usto check the entire lot for
suitability and dispose of it if necessary.

Shopping procedures. Carts are provided for you to use and pick your order. Itiseasier to pull the
cart than pushit. All product is on the warehouse floor for your convenience. Commodities are kept in a
separate area of the warehouse. Do not climb on pallets. Watch out for tripping hazards (pallets, plastic
wrap), and heavy equipment operations. Stack your product on the cart keeping in mind that some items
might need to be weighed at checkout, and keep like product together for easy counting. Only Staff is
allowed in the walk-in freezer and refrigerator. If you need assistance as a Staff member. If you need help
or have a question, ask a staff member It isimportant that you bring along a vehicle lar ge enough to
safely carry what you purchase, and enough peopleto help you load your order.

Checkout procedure. Wheel your order to the checkout desk where it will be counted or weighed.
Y ou will receive an invoice showing the date, agency information, items and quantities ordered, weight,
payments made, grants applied and amount owed. Two copies of the invoice are printed. You sign one
copy that God' s Pantry keeps as a receipt. The other copy isfor you to take back to your site. Theinvoice
should be double checked for accuracy as you load your vehicle, and discrepancies should be brought to our
immediate attention. Corrections cannot be made after you leave the warehouse. Copies of all invoices
remain in our filesfor review.

Pay at visit or within 30 days. Y ou can pay the invoice by agency check at checkout, or payment
can be mailed to God’ s Pantry Food Bank, 1685 Jaggie Fox Way, Lexington, Ky. 40511-1084 within 30
days. Your invoiceisyour bill; no further billings will be mailed. We cannot accept cash or persona
checks. Please reimburse us as quickly as your procedures permit. Accounts more than 60 daysin arrears
must be paid in full prior to additional service unless special arrangements are made with the Programs
Director and approved by the Chief Executive Officer. Be sureto write your agency number and invoice
number s on the memo line of your check. Thisallowsusto ensurethat payment iscredited tothe
correct account.

Someitemsarelimited use. Occasionaly, certain food industry donors place conditions on
products they donate. God' s Pantry has to honor these conditions to ensure continuing contributions. As an
example, some products may be available only to agencies having on-site feeding programs. These products
would not be available for use in food box or supplemental food programs. When obtaining a product
subject to limited use, you will be asked to sign a statement agreeing to use the product as intended by the
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contributors. Please be considerate of any donor stipulations and assist the Food Bank in honoring our
commitment to them.

Someitemsarelimited distribution. God’s Pantry may need to limit the distribution of especialy
desirable productsin short supply. In such cases, first priority will be to emergency food box programs, then
on-site feeding programs, and lastly supplemental food programs.

Prestonsburg inventory is also listed on our website www.godspantry.org

PRESTONSBURG AGENCIESMAY NOW SHOP AT THE LEXINGTON WAREHOUSE
(SEE SHOPPING PROCEDURES ON PAGES 9-11)
However, TEFAP commodities can only be accessed at one location, not both.
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STATEMENT ON PRODUCT ABUSE

Thisisan EXTREMELY IMPORTANT matter.
Please shar e this notice with all who come into contact with God’s Pantry products.

All products that come to your agency from God' s Pantry Food Bank are
under thejurisdiction of the U.S. Internal Revenue Service, and are federal
property because they were donated for charitable use under the provisions of
Section 170(e)(3) of the IRS Code. Under this Code, your only lawful use for such
products is to provide them absolutely free of chargeto theill, the needy and/or
infantsin full compliance with your agreement with God' s Pantry. This means:

1. YouMAY NOT sdl, tradeor barter the goods to earn money or goods for
your agency.

2. You MAY NOT take any goods for your personal use.
3. You MAY NOT pay yourself or volunteerswith God's Pantry products.

4. You MAY NOT give them to ANYONE except those who you believe to
be “ill, needy and/or infants.” (With one, and only one, exception: group
meal settings where staff eat along with the clients and/or children to teach
them eating skills and manners, and/or to create a“family atmosphere,” staff
may also consume donated product.) Church suppers, social events, bake
sales, fundraisers and other congregational activities are not acceptable
uses of Food Bank foods.

God' s Pantry Food Bank Programs belong to the member agencies and the
people they serve. We must rely on our member agencies to ensure that products are
served only to those whom food banking is intended to benefit. Any abuse of God’s
Pantry food will result in immediate and unconditional expulsion from the Food
Bank program.

We emphasize this because God’ s Pantry products may tempt otherwise
honest, law-abiding people to break the law. DON'T DO IT! Penaltiesfor
misappropriating donated products are severe. Convicted offenders face up to 20
yearsin prison and fines of up to $20,000.
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Probation and Suspension Policy

Violations

1) Exchanging donated food or other products for money, property or services.

2) Removal of donated food or other products from an on-site program for private use.

3) Using donated productsin a manner that is not related to the exclusive purposes of the Food Bank.
4) Delinguent in reimbursement of shared-maintenance contributions.

5) Donated food or other products are improperly stored, refrigerated, of transported.

6) Donated food or other product isimproperly stockpiled.

7) Member agency isin violation of any federal, state or local statute, ordinance, code or regulation.
8) Member agency otherwise violated the Basic Agreement between the Food Bank and itself.

9) Delinquent in submission of necessary reports.

Praobation

A Member Agency may be placed on probation for a period not to exceed three (3) monthsif found
tobeinviolation. Notification will beinwriting. On notification by the Agency Services Staff or other
reliable source, the Chief Executive Officer has the authority to place member agencies on probation. In any
event, the Agency Services Department and Chief Executive Officer shall be informed when a Member
Agency is placed on probation. The Member Agency may appeal its probationary status to the Board of
Directors by delivering such appeal, in writing, to the Programs Director or Chief Executive Officer. An
appeal will not postpone the effects of suspension or probation.

The purpose of the probationary period isto place a Member Agency on notice that it must bring its
program into compliance or it will be suspended. During the probationary period, the Member Agency
retains al rights and privileges, but may have limits placed on the quantity of food available from the Food
Bank. If theviolation is not corrected by the end of the probationary period, the Chief Executive Officer
shall have the authority to extend the probationary period or to suspend the Member Agency. The Member
Agency may appeal this decision as previously outlined. A Member Agency's probationary status terminates
when one of the following occurs:

1) The Member Agency corrects the violation to the satisfaction of the Programs Director and/or Chief
Executive Officer; or
2) The Member Agency is suspended.

Suspension

A Member Agency may be suspended, without first being placed on probation, if found in breach of
violations 1, 2 or 3. Suspension for all other violations must be preceded by a probationary period for the
violation in question. Repeat and multiple violations can also result in suspension. The Agency Services
Department reports the violation(s) to the Chief Executive Officer who then may suspend the agency. A
suspension shall not exceed two (2) years. Upon suspension, an agency loses al the rights and privileges of
aMember Agency aswell asits status as such. At the end of the suspension period, an agency may submit
an application package and go through the steps to become a Member Agency of the Food Bank.
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RECORD KEEPING

Record keeping. The processors, manufacturers and donors of product require that we ensure that
their donation of food/non-food items are being used to feed the "ill, needy and/or infants" and for no other
purpose. To do this, plusfollow IRS regulations, and America s Second Harvest, God's Pantry Food Bank
requires that member agencies must always be ready to produce written, verifiable proof of service. God's
Pantry has a sample Intake Form you may copy and use, or your agency may adapt or replace our suggested
form. The particular information needed varies by the nature of your service. These recordswill be
reviewed at your agency's annual monitor visit.

0 Agencies operating emer gency food box programs, including those accessing TEFAP
product, must keep records including:

The signature, name, and address of each client served over age 18

The total monthly household income (self declared by client)

Total number of clients served per household (includes children & infants)
Dates of food box service and whether TEFAP product was included

a Agencies operating on-site feeding or supplemental food programs must record total meals
and snacks served every month. These programs do not need to keep individual information
or signatures. However, these programs must be able to independently prove that the clients
they serve are mostly low-income.

0 Agencies accessing TEFAP product must also submit an inventory report to God' s Pantry by
the fifth of each month covering the month previous (e.g., January’ s report is due February 5).

Other reasons member agencies must keep records of service are: (1) to serve as written proof
concerning the amount of product purchased, and kind(s) of services the agency provides; (2) in the unlikely
event of a product recall, to determine whom they have served. Failure to maintain records and
accountability will result in suspension of a Member Agency’s Food Bank privileges.
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MONITORING VISITS AND TRAINING OPPORTUNITIES

Monitor visits occur annually. America s Second Harvest rules require God' s Pantry to make
annual on-site monitor visits. Inspectors from The Kentucky Department of Agriculture, Division of Food
Distribution will also visit agencies that receive TEFAP product. Appointments will usually be made well
before visits, but monitors reserve the right to visit unannounced.

During the 30 to 60 minute visit, the God’ s Pantry monitor will inspect your food storage and/or
kitchen facilities, to see that products are stored and/or prepared properly.

The monitor will check for current information on agency management (names, addresses,
telephone numbers, administrators, etc.) and operations (kinds and level of services).

Freezers, refrigerators, and dry storage areas will be checked for proper temperatures. The monitor
will check that regular readings of those temperatures are being recorded, initialed and filed.

The monitor will go over the agency’ s service records, including records of TEFAP product use.
TEFAP eligible agencies will have that product inventoried. That inventory will be compared to the current
month’s beginning inventory and distribution records to ensure that TEFAP distribution and income
guidelines are being followed.

Finally, the monitor will ask you to share any suggestions, concerns, complaints or questions about
improving God' s Pantry operations.

Training Opportunities. Training opportunitieswill be offered monthly as part of the Model
Agency Program and we require each agency to attend two ayear. The locations for these meetings are
scattered throughout our 49 county service areato make it easier for your agency to attend. Many of these
meetings are held at locations near our Prestonsburg and L exington warehouses so that it is convenient for
you to shop afterwards. Y ou will be notified by mail and email of the place, time and date of this meeting in
plenty of time for you to work it into your schedule. Y ou are not limited to attending the meeting closest to
you, but, due to limited space, we ask that agency participation be limited to two members.
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WHAT IS 501(c)(3) STATUS? HOW CAN WE GET IT?

SKIP THIS SECTION if you already have a 501(c)(3) letter in your organization’s name

If you do not know what it is, you probably don’'t have one and will need this to become a member
agency. God’s Pantry is legally allowed to serve only agencies with 501(c)(3) status.

501(c)(3) letter defined. A “501(c)(3) letter” comes from the Internal Revenue Service. It states that
your organization is a non-profit private charitable organization as defined in Section 501(c)(3) of the Tax
Code. 501(c)(3) status means the agency does not pay taxes on its income, and others may deduct
contributions from their own taxes. A 501(c)(3) letter is one of the most important documents a charitable
organization has and is mandatory in obtaining Food Bank member ship. Do not confuse a 501(c)(3)
letter with the sales tax exemption number or employer 1D that the State of Kentucky issues. They are not
the same.

501(c)(3) ALTERNATIVE FOR DENOMINATIONAL CHURCHES: Your national or
regional church organization, if they will assume financial and legal responsibility for your pantry
operations, can send their 501(c)(3) letter to establish you as a member agency. The proper official of your
national church office should also send us aletter stating they accept legal and financial responsibility for
your agency. Also photocopy to us (1) the title page or cover of your denomination’s current national
directory, and (2) the page on which your congregation is listed.

501(c)(3) ALTERNATIVE FOR INDEPENDENT CHURCHES: If your church is not affiliated
with a national denomination, you should have received with this packet a memo that includes a series of
yes-or-no questions about what your church has or doesn’t have. The pastor of the church must complete and
return that memo, and write aletter on church letterhead saying (a) that the church is responsible for the
pantry’ s operations, and (b) the church has never had 501(c)(3) status denied or revoked by the IRS.

Some church associations lend their 501(c)(3) authority to member churches in exchange for fiscal
oversight of their expenditures. Such “umbrella’ organizations must also accept financial and legal
responsibility in aletter signed by their chief officer on association letterhead.

501(c)(3) ALTERNATIVE FOR NON-CHURCH AGENCIES: If you have no 501(c)(3) letter,
you can (1) become awholly-owned subsidiary of another 501(c)(3) organization, or (2) establish a
501(c)(3) Separate Fund. We will personally explain these options more fully to those it can help.

If none of the above options are possible, you will have to apply to the IRS. Please be aware that
thiswill delay approval of your application for at |east several months. 501(c)(3) approval is along process,
often costing several hundred dollars in fees and requiring an attorney and/or accountant. To get started:
Call your local IRS service office and request Package 1023 and Publication 557.

- 18-



	Contents
	SKIP THIS SECTION if you already have a 501(c)(3) letter in your organization’s name

