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Sub Agency Training for:
Existing Subb Agencies
Interested Parties

i) Washington
' Food Coalition

THE PROGRAM




THIS TRAINING WILL COVER:

Program Overview
- Whatis EFAP?

Changes this Biennium such as
« Client Data Tracking
«  Program Terminology
* Increased transparency in Biennial Meetings
Eligibility
* Sub Agencies & Lead Agencies

Running the Program
« Client Infake & Required Reporting

Biennial Meeting

« Bringing on new Sub Agencies
« Decisions that will be made




Washington State Department of Agriculture

I R O G R AM Food Assistance
ST I t U CT U R E Emergency Food Assistance (EFAP) Emergency Food Assistance (EFAP)
State Funding Federal Funding

Grants Subawards

Note: Language change!

Grantee Subrecipient

You will see these changes (Lead Agency) (Lead Agency)
reflected in:

« Procedures Manuals T T
" Subgrantee Subgrantee Subawardee Subawardee
EFA P AgreemenTS (Sub Agency) (Sub Agency) (Sub Agency) (Sub Agency)

* Forms, Reports, and other
WSDA Publications
Meetings & Communications

Food Bank Food Pantry Food Pantry Food Bank

Client




Program Direction

CLARIFY program details

+ Trainings, document readability

STANDARDIZE the experience

» data collection; biennial meeting process; service
duplication

MINDFUL of messaging

+ Prioritizing dignity and respect

INCENTIVIZE food justice-oriented

organizations
» Funding for new organizations & equity work

EXPLORE future changes

+ The food system has changed

Read the full Report here:



https://cms.agr.wa.gov/WSDAKentico/Documents/FSCS/FoodAssistance/EFAP-Recommendations_Final.pdf

The program has grown!

« EFAP now includes both state and federal funds

» There have been various other Food Assistance
(FA) grant opportunities in recent years from
federal and state legislation.

For reference:

In the 2019-2021 Biennium: $9.7M in EFAP Funding

« Doesn’t include stimulus package/COVID-19
emergency funds awarded

2021-2023 Biennium: $16.5M in EFAP Funding

* Includes both state and federal funding allocations

Projection for 2023-2025 Biennium:

« Best Case - $16.5M for Biennium (Similar
to current Biennium’'s County
Allocations)

« Worst Case - $12.8M for Biennium
(Would mean reductions to 21-23
Biennium'’s allocations)

» To see last Biennium's county
allocations of funds —refer fo the 21-23
Allocation Table on Forms & Pubs




*Note: SOS, SAM, and IRS

PROG RAM ELIGIBILITY tax-exemypt status all

your status. Make sure
you monitor deadlines for

Whether participating in EFAP as a Lead Agency, Food Bank, or these so your stafus does

Food Pantry an organization must: not lapse and put you af
risk of suspension or

Be a public agency, registered 501 (c)3 tax-exempt* termination.
charitable organization for at least 1 year, or a church

Maintain active registration with the Secretary of State (SOS),

and the System for Award Management (SAM)* fcffhe%cremofsm,e

Corporations & Charities Division

Practice nondiscrimination in services and employment

If faith-based, ensure separation of food distribution from
religious activities

Will need to obtain insurance — detailed requirements will be
available in Agreements and EFAP Procedure Manual

Register in State 211 System if engaging in direct client
services (some exceptions apply)




ELIGIBILITY CONTINUED...

Sub Agency Eligibility

* Must have been an active food pantry
for at least one year prior to the start of
the Agreement (July 1, 2023).

« “Active” means they have:

» been distributing food free of charge to people
in need

* engaging in client data collection practices

« consistent hours of operation for the duration of
the year.

Food pantries must coordinate services
and share information about other
community resources with clients

If applying as a Food Bank, must have
sufficient Infrastructure for food storage
and distribution activities

Must maintain eligibility status throughout
the EFAP Agreement period

Lead Agency Eligibility

* Must have Sub Agency Agreement
Capabilities
* May include reimbursement of Sub
Agencies

« Ability to hold and manage Sub
Agency Agreements

 Includes entering intfo Sub Agency
Agreements and maintaining current
eligibility records for all Sub Agencies.
Must take action if any aspects of Sub
Agency eligibility lapse.

* Do not need to provide food services




RUNNING THE PROGRAM

Match Requirements

FOOD BANKS (& LEAD AGENCIES):

100% match
At least 50% cash match
Remainder can be in-kind

FOOD PANTRIES:

A) 200% In-kind; or

B) 100 % match:
At least 50% cash
Remainder can be in-kind

Example: If your food pantry received $5,000 in
EFAP funds in SFY24, you could match by either:
A)$10,000 in-kind (e.g. value of donated
food, labor, volunteer time, etc); or
B) $5.000 match
At least $2,500 cash match
Remainder can be in-kind match




RUNNING THE PROGRAM

Client Intake

ELIGIBLE CLIENTS:

Persons who are in need of food and reside in the state of
Washington.

* Providers must serve clients no matter where the client lives in
the state of Washington.

« Documentation must not be required.

DATA COLLECTED:

* Household size
» The number of full service clients by age group

. (Al\é;e) groups: 0-2 years old; 3-18 years old; 19-54 years old; 55+ years
old.

* |s this a new or returning client (more on this in the next slide)

The client will not be denied food if they refuse to disclose any
information that is not a requirement ot EFAP.




RUNNING THE PROGRAM

New & Returning Clients

To improve data quality, WSDA has established a statewide requirement that
all participating agencies collect required data based on the calendar year
(January 1- December 31).

To determine a client’s and household’s new or returning status, a pantry
may ask: is this your first visit to a food pantry this (calendar) year?

+ If yes, then the client is a new client and household.

* New client and household are defined as the first time a client visits ANY food
pantry in the state of Washington in a calendar year (starting January 1 of each
year).

* If no, then the client is a returning client and household.

+ Returning client and household are defined as any subsequent visit a client
makes to ANY food pantry in the state of Washington in a calendar year
(starfing January 1 of each year).

This Is an
updated
policy!

Previously new/returning
reset was determined at
the county-wide level.

This decision was made
with input from the Food
Assistance Advisory
Committee and analysis
of an intake survey
Washington Food
Coalition administered.




RUNNING THE PROGRAM

Documentation

« Documentation should not be required to verify eligibility or
assist in your data collection practices.

 This includes pieces of mail, school records, or medical records.

« Under no _circumstances should a pantry require

« Social security number, proof of citizenship, proof of income,
proof of address, or proof of household size.

« We recommend taking every step to guarantee that all
people receive food without ID or documentation.

WSDA actively seeks to
reduce client access
barriers across all
programs and invites
our partner hunger relief
organizations to do the
same.




RUNNING THE PROGRAM

Sub Agency Responsibilities

Accurately track number of clients served
and pounds distributed

Client Eligibility standards, policies, and
intake practices must be posted for a
client to view prior to receiving services,
including online applications.

Agencies providing direct client services
must provide information about wrap-
around services

Accurate fiscal tracking and
reimbursement sulbmission




IF RECEIVING EFAP FUNDS (STATE OR FEDERAL)

The hunger relief organization must have established internal controls and fund
accounting procedures to assure the proper spending of funds.

Spending priorities are locally driven.

Use of funding is very flexible. Some examples of allowable costs:

Staffing, transportation, equipment, supplies, uftilities, general food purchases,
Special Dietary Needs food, Essential Non-Food ltems (up to 10%)




RUNNING THE PROGRAM

Lead Agency'’s Fiscal Responsibilities

* The Lead Agency reimburses the Sub Agency
for their EFAP costs BEFORE the Lead Agency
receives the money from WSDA.
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« Lead Agencies support Sub Agencies in
determining eligibility and accuracy of their
expenses.
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« Lead Agencies also:

* Monitor amount of funds each organization has
spent and has remaining to spend

« Check accuracy of data

» Ensures that WSDA is receiving all information
required.
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RUNNING THE PROGRAM

Lead Agency Responsibilities (Continued)

« Compliance Monitoring of Sub Agencies

» Collects all EFAP data from food pantries
and food banks monthly. Organizes that
data into a report submitted to WSDA
separating the information for each
County.

« Submits Annual Reports
» EFAP Closeout
* Equipment Inventory

« Disseminates information from WSDA 1o
Sub Agencies.




RUNNING THE PROGRAM

Reporting Requirements for Sub Agencies

MONTHLY:
« Client Data
* Pounds of Food Distributed
* Expenditures for reimbursement, if applicable

ANNUALLY:
» Audit Requirement Form (AGR-2217)

POLICY Accounting System Verification Form (AGR-2206) or
UPDATE! Audit as applicable

Insurance Certificate
Equipment Inventory Report, as applicable
Closeout Report, as applicable.

* Instructions will come from your Lead Agency, who may
alternatively collect all required information monthly.

Other records as requested (e.g. Cost Allocation
Plans, current client policies, etc.)

Find Forms at:



https://agr.wa.gov/services/food-access/hunger-relief-agency-hub/fa-forms-and-pubs

Critical Resources:

Lead Agency for your County! Where Cq N |
EFAP Procedures Manual |.eCII’n MOI‘e
EFAP Agreement AbO Ut. oo ?

Washington Food Coalition.
o  Trish Twomey - Email:
Trish@WaFoodCoalition.org

All applicable Forms, Resources, etc.
are available on our Forms &
Publications webpage. Link is below.

Agr.wa.gov/services/food-access/hunger-relief-agency-hub/fa-forms-and-pubs




Quick Q&A Session

« Questions from the chat@¢

* If you need to grab water or take a break, you have a couple minutes.




EFAP:

THE BIENNIAL

MEETING




Why a Biennial Meetinge

« Gives food pantries in each county an
opportunity to discuss & decide the
best use of their allocated funds in the
2 year period effective from July 1,
2023 - June 30, 2025

* There are Required and Optional
Decisions

* Note: All decisions are made with @
two-thirds vote of participating food
pantries and the Lead agency, as
applicable




Overview of the Process

Preparing forthe
Biennial
Meetings

On-going
Compliance
Management &
Communications

Lead Agencies
Finalizes
Agreements With
Sub Agencies

FA Finalizes
Agreements with
Lead Agencies

Current Lead
Agencies
Conduct Biennial
Meetings

Lead Agencies
Complete
Applications and
Submit to Food
Assistance

WSDA
determines
Statewide
allocations

Each county shall receive
a base amount of $10,000
each fiscal year.

The remaining funds shall
be distributed by each
county's percentage of
the state’s population
with incomes at or below
100 percent of federal
poverty guidelines based
on the current 5-year
average Census Bureau's
American Community
Survey data.




Review the Biennial Meeting Handout in detail. This
informs you of key decisions that will be made and
the process requirements.

Help notify all food pantries
+ All existing & potential Sub Agencies should be invited.

EI|g|b|I|’ry verification of interested parfies
Eligibility is checked by the current Lead Agency.
« [f new: must notify Lead Agency of interest prior fo the
meeting.
For all organizations checks will be done to verify minimum
eligibility for Sub Agencies as described previously.

Getting
Ready



Some decisions are made prior to the actual Meeting:

Lead Agencies who serve multiple counties may host
separate Biennial Meetings for each county if they or
their Sub Agencies would prefer to do so.

Counties who wish to clarify and or change their voting
structure should aftempt to do so in advance of the
scheduled Biennial Meeting.

*Each separate organization gets a vote (an organization might
have more than one site) OR

*Each food pantry site gets a vote

Getting
Ready



*Only food pantries entering into an Agreement with the
Lead Agency are allowed to vote.

*Food Bank Distribution Centers are not allowed a vote.

*The Lead Agency (which might also serve as a Food
Bank Distribution Center) may vote on everything other

than who should be the Lead Agency.
* If the Lead Agency is also a food pantry, then they may only
get one vote.

* WSDA will cast a deciding vote if there are not enough
eligible votes for determining a 2/3 majority (i.e., there are
less than 3 votes in the County)

In the
Meeting

Who Votes?



New Sub Agency Selection Process

. Contact the Lead Agency to verify eligibility prior
to Biennial Meeting.

Find the Lead Agency in your area on our website here:

https://agr.wa.gov/services/food-access/access-food-near-you

. Present at the Biennial Meeting.

. Participating food pantries and Lead agency
vote to determine if there is a duplication of
service with the requesting food pantry.

In the
Meeting

Accepting
New
Sub Agencies

Nofte: This must be the
first vote of the Biennial

Meeting


https://agr.wa.gov/services/food-access/access-food-near-you

PRESENTATIONS

Food Paniry (New Applicants)

1. Days and hours of operation by week and/or month
(frequency)
2. Description of service(s)
» Distribution method (home delivery, drive through, client
choice, other) and location(s)
« How often a client may receive services
» Types of food provided - fresh, frozen, shelf stable, culturally
familiar, special dietary needs
3. Client data from previous year
4. Service areq — targeted service population
5. Sourcing practices — donation, grocery rescue, purchasing,
farming/gleaning

The only reason for
denying an eligible food
pantry at the Biennial
Meeting is because of
duplication of service.

Meeting minutes must include
justification for each Sub Agency
that voted duplication of service

was present.




PRESENTATIONS

Lead Agency

1. Plan for providing services to the food pantries.

2. How much EFAP funding they are requesting to
provide services.

3. How they plan on spending their share of the EFAP
funds.

Interested parties must
notify WSDA a minimum
of 2 weeks prior to the
Biennial Meeting.




PRESENTATIONS

Food Bank (New Applicants)

1. Plan for providing services to the food pantries.

2.How much EFAP funding they are requesting to
provide services.

3. How they plan on spending their share of the EFAP
funds.

4. How the food will be transported from the food
bank to the food pantries.

5. An dllocation formula for distributing food among
the food pantries.

Interested parties must
notify the current Lead
Agency prior to the
meeting to determine
eligibility.




Key votes made at EFAP Biennial Meeting

_I Selection process:
_! Food pantry applicants
I Lead Agency chosen
_1 Food bank(s) chosen

_1 Agreed upon funding allocations:
_1 Funding for the food pantries
_1 Funding for the food bank(s)
_1 Funding for equipment purchases and capital improvements
_1 Funding for special dietary needs food

_1 Optional vote(s):

_1 A process for determining the use of future funding increases mid-
biennium.

1 An agreed-upon spend out procedure. Example: 0% of funds must be
spent by May billing.

1 A plan for a Sub Agency that cannot spend-down their funds prior to
the end of the state fiscal year. Example: Those funds could be
redistributed to the nearest pantries, put into bulk buy, etc.

1 An additional vote to confirm final allocation levels if EFAP actual
funding varies considerably from estimated figures.

In the
Meeting

Decisions to
Make



In the
Meeting

Allocation
Examples

Example #1
10% Lead Agency admin
1% for WA Food Coalition dues

35% Food bank
54% Food pantries

Example #3
10% Lead Agency admin
69% Food pantries

20% Shared equipment / equipment funding
reserve

1% for WA Food Coalition dues

Example #5

10% Lead Agency admin

90% Food pantries
- Sub Agency A—40%
- Sub Agency B—32%
- Sub Agency C—18%

Example #2

10% Lead Agency admin
75% Food bank #1

10% Food bank #2

5% Special dietary needs food purchases

Example #4

7 % Lead Agency admin |

46.4% Food pantries
40.9% Food bank

0.7% WA Food Coalition dues

0.3% Anti-hunger Mutrition Coalition

Example #6
15% Lead Agency admin
85% Food Bank
- Bulk Buy Program — 35%
- Food Bank Operations — 50%

5 % Equipment




AFTER THE MEETING

Lead Agencies will complete the 2023-25 EFAP
Application and minutes from the meeting for
review from WSDA using Required template

Participating organizations will receive EFAP Sub
Agency Agreements (Food Pantry or Food Bank)
in early June.

* Read the Sub Agency Agreement completely
before signing. This is legally binding.

3. Submit records and policies to the Lead Agency.

« Evenif you think the Lead Agency has them on file
already, submitting all forms at the tfime of signing
the Sub Agency Agreement ensures they have the
most up-to-date copies of your policies and
information.




AFTER THE MEETING

NEW PANTRIES: (standards apply to existing Pantries too)

Make sure you are registered in 211 (wa211.org)
Acquire necessary Insurance

Adjust your client intake policies to ensure compliance
with EFAP Standards and efforts to reduce client access
barriers.

If needed, create systems for required reporting:
+ Pounds of Food distributed
* Matching resources
* Expenditures
* Record Retention
Establish or review:
« Written Client Eligibility Policy
+ Client Confidentiality Policy
» Client Release Form if sharing client information

Hours of operation should be posted in a public and
easily visible place.




Sub Agency Records Required by
Agreement execution date:

dCurrent System for Award Management (SAM) registration.
d Current Washington Secretary of State (SOS) nonprofit corporation registration.

d Evidence of adequate liability insurance. The Lead Agency may require the Sub Agencies to
co-insure the Lead Agency if it so wishes.

d Current 501(c)(3) status or that it is a federally recognized tribe.

d Audit Requirement Form for Sub Agencies (AGR-2217).

d Current audit or annual Accounting System Verification Form (AGR-2206).

d Current 211 registration.

a Written client confidentiality policy and (if applicable) release of information template.

A If applicable, previous compliance review(s).




Find your Lead Agency!

If interested in learning
more about EFAP and
connecting with your

county Lead Agency,
pleose Visi-l- -I-he WSDA Select nearest county o

We bS I Te * Community Services of Moses Lake (EFAP, TEFAP, CSFP)

1075 W Marina Drive
A i

1 location(s)



https://agr.wa.gov/services/food-access/access-food-near-you

Food Assistance (FA) —Regional Representative Map . Sashington

Contact usl! “

San Juan

Okanogan
Skagit Stevens

Find your regional

representative using this N
map, or you can email our e Dl
general inbox at
foodassistance@agr.wa.gov

Snohomish

Clallam

Lincoln

and we'll follow up. - Whitman

Thurston

Kim Eads i
Program Manager Pacific Eranklin Garfield
- i Yakima
360-725-5651 Columbia

keads@agrwa.gov

Liea White Skamania Benton w::::
o FA Business Operations -
Recommendations for EFAP Administrator Kiickitat

360-481-9945 For more information please visit our website:

RepOI’T can be fOUﬂd hel’e jwhite@agrwa.gov agrwa.gov/services/food-access

Taelor Nguyen
FA Administrative Mallorie Shellmer Kyle Merslich Erin Kester Heidi Cobun
Coordinator FA Specialist FA Specialist Lead FA Specialist FA Specialist
360-725-5640 360-515-6496 360-515-6413 360-878-1579 360-688-4749
TaelorNguyen@agrwa.gov mshellmer@agrwa.gov kmerslich@agrwa.gov ekester@agrwa.gov Heidi.Cobun@agrwa.gov

AGR Publication No. 609-448 (R/9/22) Do you need this publication in an alternate format? Please call the WSDA Receptionist at 360-902-1976 or TTY B00-833-6388.



https://cms.agr.wa.gov/WSDAKentico/Documents/FSCS/FoodAssistance/EFAP-Recommendations_Final.pdf

QUESTIONS?

(UP TO 30 MINUTES)




Q&A SESSIONS

WSDA will be holding weekly Q&A sessions on Tuesdays from 10:00 - 11:00 AM to offer
additional support and provide coaching during this process.

First Session Tuesday 3/21. Link to Meeting in Microsoft Teams:

WSDA will also host an on-going list of the topics covered in the Q&A available on our



https://teams.microsoft.com/l/meetup-join/19%3ameeting_YzdiZmE0YjUtNjgyOC00ZTIwLTgyYjgtMmU4YWZmY2M3ZjZj%40thread.v2/0?context=%7b%22Tid%22%3a%2211d0e217-264e-400a-8ba0-57dcc127d72d%22%2c%22Oid%22%3a%22637cd071-5de5-4943-85f9-71387b389806%22%7d
https://agr.wa.gov/services/food-access/hunger-relief-agency-hub/state-food-assistance-programs/emergency-food-assistance-program-(efap)

GENERAL CHECK-IN
MEETINGS

Currently held monthly. WSDA's Food Assistance team is hosting General Focus Check-in Meetings the
third Tuesday every month from 9-10am to provide new and ever-evolving information, resources, and
support. Next Meeting is 3/21

For general inquiries or if interested in attending these meetings, email foodassistance@agr.wa.gov



https://gcc02.safelinks.protection.outlook.com/ap/t-59584e83/?url=https%3A%2F%2Fteams.microsoft.com%2Fl%2Fmeetup-join%2F19%253ameeting_ZmRlZGVjMjgtMDJjMy00MzEyLTlkMmItMDQ0ZDBlMmY3Mzg0%2540thread.v2%2F0%3Fcontext%3D%257b%2522Tid%2522%253a%252211d0e217-264e-400a-8ba0-57dcc127d72d%2522%252c%2522Oid%2522%253a%252201614a24-3def-44da-bdbe-4b51a047305e%2522%257d&data=05%7C01%7CMShellmer%40agr.wa.gov%7C08346a96a14f4928f95508dadd4b7429%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638065613388269437%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=QXmCpeGiesU8oOuHLssCK2lYskgUbGngPpNIAhtcGng%3D&reserved=0

INIISNEYISBAIN
BEING A

LEAD
AGENCY:

REQUIRED TRAINING:

WEDNESDAY 3/22
92:00-11:.00 AM
ZOOM

MEETING ID: 881 4905 3994

LINK:



https://us02web.zoom.us/j/88149053994
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