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WELCOME

FOOD for Lane County (FFLC) welcomes you to our food bank ¥ouoilyagency wifdlay an imprtant
role in finding communiypased solutions to hunger. We look forward to working with you in our joint
efforts to alleviate hunger in our community.

The purpose of this manual is to orient you to FOOD for Lane County. It
will also be your guide tooenplying with all of FOOD for Lane County's
policies and partnership requirements. Please make sure that all
individuals who will be participating in your food distribution program
familiarize themselves with the content within this manual and continue
to use it as a point of reference as needed.

FOOD for Lane County reserves the right to change any of the policies
described in this manual at any time. All agencies will have access to updated versions of the manual.
Contact youPartner Agency Servic€oodinator for the most recent version.

OURMISSION

FOOD for Lane Coutgynission is to alleviatbunger in our community by creating access to food. We
accomplish this by soliciting, collecting, rescuing, growing, preparing and packaging food for distributi
through a network of social service agencies and programs; and through public awareness, education
and community advocacy. We find creative solutions to hunger and its underlying causes, and we
believe a responsive food bank includes programs that pegple help themselves.

OURHISTORY

In 1984 FOOD for Lane County incorporated with one staff person, dmeteer and five board
members. At that time, FFLC distributeldhosttwo million pounds of mostly USDA food commodities
out of a small house in Spgfield. The fledgling food bank served 43,000 Lane County residents that
year.

Threedecales later, FOOD for Lane County occupistateof-the-art, 32,008squarefoot warehouse,
kitchen and office located at 770 Bailey Hill Road in Eugene. We parthearaind 150s0cial service
agencies and programs to distributeer eightmillion pounds of foogach yeato diverse areas of Lane
County.Each year, thousands of volunteers contribtlteir time and talents temergency and
supplemental food assistanggograms that serve our neighbors in need.



OURPROGRAMS ANEERVICES

FOOD for Lane County has developed a variety of innovative programs to address hunger and food
security in Lane County. From addressing childhood hunger to providing food assistese®ides,
people with disabilities, the working poor and the unemployed, we are committed to providing
programs and services to meet the needs of diverse populations.

FOODDISTRIBUTIONNETWORK

Making food easily available to the people who need itiha¢ét cor e of FOOD for Lane County’'s
commitment to serve. Donated food is distributed through emergency food pantries, meal sites,

shelters, and nofemergency programd:his coung-wide network of providers, many of them

volunteers, ion the front lines serng families in need

FAMILY DINNERPROGRAM

FOOD for Lane County operates The Dining Room, a meal site in downtown Eugene. The Dining Room
provides hotmeakto everyone fourdaysa week.In addition to offering hot meals, this innovative
restaurant serve large portions of dignity in a communityiented atmosphere.

GARDENS

FOOD fot. a n e C twa gartdgns-the GrassRoots Gardemdthe Youth
Farm-provide onsite gardeing opportunities and workshopsghile growing
fresh, organic produce for distribiain through the FOOD for Lane County
network. County residents may also access fresh produce by purchasing it at
the youthrun farm stand andhrougha communitysupported agriculture
program or CSA

SUMMERFOODPROGRAM

FOOD for Lane County operates tAsgest Summer Food Program in Oregon and provides nutritious
meals five days a week to childrafmo may miss a meal when school is not in sessstaff and

volunteers serve meals at schools, parks and community centers located throughout Lane Couwgty duri
the summer months.

CEREAL FORYOUTH

Cereal for Youth providenutritious, organic cereal thildren and
teens through schools and youth programs in Lane County. The
program has grown steadily since its launch in 2005, thanks to our
generous support fnm Attune Food Solutions




EXTRAHELPING

This preventiororiented food distribution program provides bread and produce for residents at low
income housing areas. Extra Helping builds community involvement and ownership by mobilizing
resident volunteers t@rganize and administer the program.

NUTRITIONEDUCATION

In addition to partnering with Oregon State Univerdigne County Extension to provide samples and
nutritious recipes at food pantries, FOOD for Lane Countysafiigrition education through cookim
classes, grocery stoteurs, and outreach eventdutrition program volunteers demonstrate how to
prepare healthy, lowcost meals.

CHILDRENS WEEKENDSNACKPACK

Through a partnership with Umpqgqua Bank, the Children’'s Weekend Snac
gallonsize Ziploc bag of kitiendly snacks for elementaigchool aged children to take home on the

weekends and vacations, when they may not have access to other food resources.

FREX(FOODRESCUEEXPRES})

FOOD for Lane Count yREX) PrbgramdecoReesdoodifrem Hbspials,eschaols &nd

restaurants that has been prepared but nsizéed served. This “rescued” f
portions by volunteers in FOOD for Lane @ounty’'s commerci al kitchen
families in need through food pantries, shelters and meal sites.

MULTICULTURALOUTREACH

FFLC ensures that food assistance is available to all people regardless of race, color, national origin, sex,
age, disability, or any other distinguishing charastézi This philosophy of open access guides our

service ethic of treating all people with dignity and respect. All agencies who receive food from us
actively engage in this same ethic by ensuring that food assistance programs are open, welcoming and
sensitve to the needs of diverse clients. FFLC has a Multiculburseach Coordinatathat works with

our partner agencies to ensure open access to all individuals.

PRODUCEPLUS

Produce Plus brings higtuality fresh fruits and vegetables to people in need@nmunity and
neighbohood locationsFor the recipients, the experience is similar to shopping atrades' market
without the cost.The income eligibility is a little higher than that of receiving a food box, in recognition
that people of all income lackets can struggle with food insecurity.



ISENIORGROCERY (Commented [Nk2:: Changed from “Brow

TheSenior GrocerProgram is a once monthly food box (or bag) given teitmeme seniors. The box is
filled with nutritious staple foods necessary to a balanced diet. The program is gusering 300

seniors. The food comes to us through a federal program known as the Commodity Supplemental Food
Program.

COMMUNITYENGAGEMENT ANADVOCACY

This position coordinates FFLC's community education, outreach and
F F Is @ion of eliminating hunget. n conj unction with FFLC's Executive Director and Or
the CommunityEngagement and Advocacy staff af t and del i ver FFLC's position statements on

state, and national legislatiorThis helps create a deependerstanding of hunger and related issues
within Lane County and inspires, empowers, and prepares community members, partners, and low
income people to support efforts to end hunger.

OURNETWORK

FOOD for Lane CourityaPartner Distribution Organizationof Oregon Food Bank, a member of Feeding
America t he nat i oetworlsFeédmgAmerlcacorkeatser 200 food banks iall 50

states, the District of Columbia and Puerto Rico. The Feeding America network
secures and distributes more tharbaillion pounds of donated food and grocery
products annually.

AMERICA

FOOD for Lane County is also a member of Oregon Food BBBOFB recovers food

OREGON from farmers, manufacturers, wholesalers, retailers, individuals and government

FOOD BANK  sources. It then distributesiat food to 2 regional food bankscross Oregon, including Commented [NK3]: | don't know what
FFLC. refers to.

THERELATIONSHIP BETWEBREGON-00D BANK FOODFORLANE
COUNTY AND PARTNERAGENCIES

As a Regional Food Bank of OFB, FOOD for Lane County establishes and maintains relationships with
locd social service agenciesdhprograms to distribute foodThese agenc# such as yas, are called
Partner Agencies. To become a PartAgency, you must applyneet certain criteriaand maintain
regulatory standards and requirementsOOD for Lane Cayrestablifies a contract, called the Partner
Agency Agreement, which allows you to receive the food that flows through the system, as outlined
below. The Partner Agency Agreement is updapediodically
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Corporate
Donations Local Donations
from Wholesalers

and Retailers

Local Area Food
and Fund Drives

FFLC Partner
Agencies

Families and individuals expencing hunger or
food insecurity in Lane County

FFLPARTNERAGENCELIGIBILITY

AllFFLC Partnekgencies must be neprofit organizations under section 5018df the Internal
Revenue Code, except Extra Helpamg Produce Plysrogram siteslf you do not have a 501@)etter
of exemption, your group may be sponsored by agemization which holds a 5018cletter of
exemption. Most importantly, the main function of the agency must be to provide services and
resources to lowincome peopleor to the care of the ill, needy anfants (minor childrerunder the age
of 18), without a fee of any kind charged to them for the foé@odmay never be soldAll food
accessed from FOOD for Lane County must be used in conjunction with such a mission.



Aside from the distribution food, potential Partner Agenciemust agree to meet all IRS requirements
including maintaining records of donated products received and distributert adhere to policies
regarding the receipt, storage and distribution of donated fgadsl allow affiliate repesentatives to
conduct orsite monitoring visits to ensure compliance with these polidies.details about this please
see yourPartner Agencygreement.

OPENACCESS

FFLC believes in making food assistance available to all people, regardéess obbr, national origin,

sex, age or disability, or any othaistinguishingcharacteristt. This philosophy of open access guides our

service ethic of treating allgople with dignity and respedll agencies mustngage in this same ethic,

by ensuring thafood assistance programs are open, welcoming, and sensitive to the needs of diverse

cients! y F3Sy0eqQa O2YYAGYSyid G2 dGdKA&a SGKAO @idit o6S S@Itdzad G§SR a LI NI
on an ongoing basisAs an example, all agencies are required to piete a Limited English Proficiency

Plan that outlines how you providritreach to and serve people with limited English language skills.

FFLC Blulticultural Outreach Coordinatowill work with you to ensure open access to all individuals.

FFLCPARTNERAGENCYAPPLICATIONPROCESS

The first step to becoming a PartnAgeny of FFLC is to complete a PartAgiency Applicatin.

Applications are available from thrartner Agency Servic€ordinatos oronline. Complete all parts of

the applicationandincluda copy of 50Dap teteraofexemptipn fram the IRS.

Applications are evaluated based on the agency’'s capacity to handl

agency’s activities will fill an imoey'ts fdocetdi wiatpi é sn wihlel service netw

enhance or dupl i cast,e aontdh eFrFLan’esﬂAsﬁfﬂﬁzB‘&’ﬁFﬂ@fhds@hestuppl y .

capacity to add two new agencies per qual}félnjs may chang&hePartner Agency Services [COmmemed [NK4]:  New text for 2017
Coordinatowill performa siteevaluationto help determine any of these criteriardfn time to time,

FFLC may suspeadcepting new applications due to low invent[ol@fgistical challeng}asr other [COmmemed [NK5]:  Added for 2017
reasons.

ThePartner Agency Servic€oordinator will contat all applicants to apprise theof the status otheir
application.All applications are also sent to Oregon Food Bank for approval and assignment of an
agency service categorypon approval, yo will be asked to signggeements with FOOD for Lane
CountyandOregon Food Bankhich describehe policies, procedures, and responsibilities of your
agency and FOOD for La@euntyregarding your food distribution progranvou will also work with the
Partner Agency Servic€oordinator to establish a regular piak or delivery schedule for yotood
products.Being part of a regular delivery route depends on driver and truck availability and a delivery
fee maybe applied.

PARTNERAGENCYSERVICECATEGORIES

Oregon Bod Bank Board has establishegréority system that describes two broad designasdor
agencies- Primary Hunger Relief and Institutional Food Programmady Hunger Relief agencies



provide emergency servicesd Institutional Food Prograngenerally provide food to lovincome
individuals, but not on an emergency badikere arese\eral subcategories of each priority status.

PRIORITY 1: EMERGENCYAGENCIES(ALSO REFERRED TO A® 0 ®)0

1-A:Emergency Food Box Programs:

These are agencies that provide nutritionally balanced food parcels to families and individuals in

emergency needituations.The food boxes supply food to prepare meals for at least three to

five daysbasedoreedi ng America’s establ (l2s20muhdspounds per person per day
per person) Agencies establish frequency based on their resources

1-B:Emergency OssiteMeal Programs / Emergency Service Programs:

These are agencies that provide nutritionally balanced meals prepared by agency staff or clients
and served orsite to personsn emergency need situationgrfexample, homeless shelters,
domestic violence shedts, soup kitchens.

PRIORITY 2: NON-EMERGENCYAGENCIES(ALSO REFERRED TO A® 0 G)d

2-A:Programs providing nutritionally balanced complete meals to low
income individuals on an ongoing basis, such as senior meal sites,
residential treatment centers,ral foster care homes.

2-B:Programs providing supplemental food-eite as part of their broader
program focus, such as day care or after school programs.

2-C:Programs providing supplemental food or hunger relief foods for
household use, such as gleangm@ups or other supplemental food
programs.

2-D: Programs directly managed BYDOD for Lane Counsych aghe Summer Food Prograrixtra

Helping,Produce Plu$enior GrocetyCereal for Youthandthe Gardens Program. [COmmemed [NK8]:  Changed from Brown Bag

ORIENTATIONTRAINING MEETING3ND COMMUNICATION

AGENCY ORIENTATION

We requirePartnerAgency orientation sessions for all new and exisBagnerAgencies whose staff or

volunteers are newio utilizing FFLC's servicdhese are required for any volunteer or agency employee

who distritutes food, intakes clients, or prepares monthly repdtesiodic attendance is also

encouraged and may be required of agendle mayb enef it fr om asuthmaswhenesher course”
staff or volunteers turn oveiOrientation sessions are held on asneeded basis

10



AGENCY TRAININ& ANNUAL CONFERENCE

FFL®ffers classes and related materialsRartnerAgencies on various topics that will help them
accomplish goals in their communities including community development and awaren&sseer
recruitment, how to hold a food drive in your community, and advocacy (how to become a voice in your
community for those who are hungry and in nee@nceevery eighteen monthd=OOD for Lane County
hosts an AnnudPartnerAgency Conference, with training and amvon a variety of topics pertinent to

food distribution programsThis is a mandatory meetingtl FFLC partners are required to send a
representative from their agency.

REQUIRED MEETINGS

FOODnet meetings are hemlarterlyfor[Priority 1A (Pip;antries These meetings are a chance to share [cOmmemed [NK7]:  Added 2017

J

information related to FOOD for Lane County’'s inventory, other
forms and policiesSemiannual meetings are held for Meal Sites/Shelfensd annual meetings are held

for Extra Helpjg. All other partner agencies are required to attend the annual Partner Agency

Conference.

COMMUNICATION

FFLC Partner Agencies are required to have thadgpto communicate by emaRartner Agency
Servicestaff rely on email communication to let gaers know about recalls, holiday closures or other
information tha needs to be disbursed widelRartner Agency Servicegaff work to return emails and
phone calls withirone business dayut please note that they are required to be away from theceffi

at site visits and other FFLC business that may not allow rapid response.

ORDERIN@NDACCESSINEFLOPRODUCTS

USDACOMMODITIEETEFAP

USDA commodity food is government surplus food provided
through The Emergency Food Assistance Program (THFAP)
is intended for distribution tagenciesvho serve those with
emergency food need3here are federal regulations
regarding itshandling, use, and reportingt this time, only
Emergency Food Box agencies (service categorgridineal
sites (service categyp 1B)have acess to USDA/TEPA
commodities.They are distributed proportionately to
agencies, based on the numbof people the agency serves
each yearThe USDA/TEFAP commodities have spexdiering anchandling requirementsPlease be
familiar withthem by reading your USDA/TEFAP manual.

11
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ONLINE ORDERING

Each week, FELmakes the food list available-bne through the FFLC Partner Agency Portal on the
FFLC website (www.foodforlanecounty.of@ere are separate lists for Emergency Food Box agencies
which have priority for certain products, and nemergencyprograms.The list you have access to lists
the current inverory that is available to yoWPlease complete your order by indicating how many of
each product you can use and submitting it bg sicheduled deadlinerou may not receive exactly what
you order, astimay be adjusted due to supply other factors.At thistime, Extra Helpingnd Produce
Plussitesdo not order food onlineEach partner agency is assigned a-ba# hour window in with to

pick up its orderYourPartner Agency Servic€oordinator will work with you to determine the time

and day If you cannot make your scheduled time and day, you must reschedule in advance with your
Partner Agency Servic€oordinator.

COOLER SHOPMG

“

The | arge cooler area in the warehouse is available for cool er sho
products—produce, dairy, and deliems. Each partner agency is assigned a-ba# hour window in

which to cooler shop. Youtrartner Agency Servic€oordinator will work with you to determine the

time and dayIf you cannot make your scheduled time and day, you must reschedule in advance with

your Partner Agency Servic€pordinator.Once you have signed in at the warehouse, you may enter

the coolerand sebct products that you can us&he cooler area works on an honor system; you are

welcome to take what you think you will be able to distribute. Please be sure to have a warehouse

assistant weigh the items and give you a receipt.

FOODAVAILABLE TOEXTRAHELPING

Extra Helping was designhnj help get surplus perishable products to people in neEgtra Helping [COmmemed [NK8]:  Edited 2016 ]
sites do not order from the FFLC food [&he white board in the warehouse will list what products are

available to Extra Helping sitesobaday. If you have any questions about what is available to you, please

ask a warehouse assistant or tRartner Agency Servic€oordinator.

INACTIVE STATUS

If you do not access food fbre-month \period, FFLC will consider you inactivéou will alsaeceive a [Commemed [NK9]:  Updated 2016 ]
letter notifying you of this statusl'o regain your access to food products, please contacPtrener
Agency Servicgsoordinator.

WAREHOUSRULES ANIGUIDELINES

PICK-UP AND SHOPPINGIOURS

Monday- Friday
8:30-10:00 AM & 10:30 AM -4:00 PM

12




The warehouse is a busy plad#then you are at FOOD for Lane County, we ask that you please abide by
the following rules and guidelines.

A Come only at youresignatedpickup and/orcooler shopping timelf you cannot make your
scheduled time and day, you musischedule in advance with yoBartner Agency Services
Coordinator.

A Please remain in area near front docks. Do not wander through warehouse.

A Please sigin as soon as you enter the building and sign out just prior to leaving.

A Three people maximum per agey in the warehose, and only two people per agency in the
cooler.You may have additional people out on the dock helping to load your vehicle if needed.

A No children are allowed ithe warehouse. The warehouse is a dangerous environment. Be very
alert. Never go near a moving forklift.

A Return clean, dry banana boxes, bread rachkstal cratesand milk crates each time you come.
Ask where they should go and help stack th&iscard unusable banana boxes at your agency.

A Please ensure your vehicle is adequiatethe order you are picking ugll vehicles that can
haul cargo will have a GVW (Gross Vehicle Weight) posted in thefelfrar of the driver door.

To determine the carrying or load capacity, subtract the dry weidflypur vehicle from the
GVW Please do not order or load more than this weight.

A Time allowed to load is ¥ houfhreetrucks may bebacked into the dock at a time.

A Onceyour vehicle is loaded, please maveso others may loadf you have business in the
building, please movgourvehicle tothe front parking area away from the dock.

A Bring adequate help to load. Warehouse staff does not always have time to help you.

A For large loads, bring roptie downsor cargo netsand tarps for bad weather. Shrink wrap is
not intended to secure yauoad during transport.

A Keep trucks cleaand sanitized We’' re transporting food!

A Bring freezer blankets or coolers to transport perishable foods in hot weather if traveling to
rural areas oif you anticipatea slow unloading process (anything over Y2rfou

A NVhen cooler shopping, organize food by groups. Keep dairy pdediuce sweets, and breads

in separate boxesyour food will be weighed oun the distinct categorieb. Commented [NK10]:  Updated language to more clearly
< . . L . . . indicate food is weighed out in separatategories
A If you have a spill or notice a spill in the cooler, please bring it to thetaiteof a FFLC staff S E d

person.

A Select bread trays, boxes of sweetnd carts of cooler items and brinthem to the scale boxed
by food type Tell a warehouse person you are ready to checkout. An invoice will be written up
with your order. Remember to sighe sheet. A statement will be in your mailbox the next
week.
A Don’t forget to check your mail box before you |l eavel!

Please remember that your agency is part of a network of food assistance across Lane County, and that
each partner agency has a simitasie to help their clientsTake only what you can distribute abd
courteous to other shoppersf you have a problem with other shoppers please let y@artner Agency
Serviceoordinator know about it.
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MONTHLYREPORTIN®REQUIREMENTS

Each month, each agcy is required to submitRartnerAgency Monthly Report to thBartner Agency

Serviceoordinatorby the 10" of the month. This report asks for service information, including the

number of people served, the number of volunteers and volunteer hound criestons regarding the

food supply\Reports can be emailed teports@foodforlanecounty.or@preferred method) mailed,

delivered by hand, or faxed to 5@43-5019! (Commented [NK11]:  Added 2016 )

The reporting of these figuresiiequired for several reasons:

A Reporting accurate service statisttusips FFLC evaluate its programmnitor supply and
demand, and identifyf there are service gaps we need to address.

A FFLGs required to collect service statistics by both the Stat®afgon and the US Department
of Agriculture for the TEFAP commodities program.

A The Oregorleepartment oﬂﬂumanServiceﬁaIso requires reporting of pounds, people, meals [COmmemed [NK12J:  Changed from OHCS ]
and volunteer hours for general funds appropriated to @RB FFLC

A Food donors andhie general public want assurance of accountgbiéind cooperation between
FFLG@nd the network of agencies.

Your ability toaccess food may hgausedf Monthly Reports ar@ot submitted on timeThere are two
circumstances in which late reporting woulkekult in FOOD for Lane County being unable to release
food to a Partner Agency.
A If an agency turns a report in late but within the reporting monthJononthsin a rowthe
agencywill not be allowed to shop/pick up food before turning in their reporfHeLC.
T (. e. Oct ober fivedaydatpanthe 1%wa Noiviember ' s report was in | ate on
the 15h. If the December report is not in by thethQthe Partner Agency will not be
able to pick up food until the report is turned in.)

A Ifanagencyhasot turned in the previous month’'s report and is |ate on
report the agencywill not be allowed to shop/pick up food before turning in their report to
FFLC.
1T @ e. October’s report has yet to skpa@ant,turned i n. November is no
the Partner Agency is missing two months’ worth of reports ai

pick up food until both reports are turned in.)

OTHERREQUESTS FORFORMATION

CLIENT SURVEYS

Periodicallysurveys are conducted to determine the life circumstaes and needs of a representative
sampling of food recipient®artner Agencieare asked to distribute the survey tbeir recipients,
collect all surveys, and return them to FFLC in a timely manner.

14
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ONE-NIGHT HOMELESSCOUNT

Lane County governmentfaci t at es an annual count of the county’s homeless popul a
usually held in Januar$elected agencies (usually food box pantries) are asked to distribute a short

survey to food box recipients who are homeless. Agencies are asked to destfibusurvey to its

recipients, collect all surveys, and return them to F&iGre the dlesignated due datb [Commemed [NK13]:  Changed 2016 ]

OTHER SURVEYS&ND REQUESTS

We rely on agencies to respond to other requests for information or for administering special surveys.
These requestmay be in response to changes in federal policy, such aSk#déprogram or a need for

a snapshot of agencies’ specific resources such as volunteer or sto
can assisFFLC an@FB in decisioraboutresources, policy pa#ns or new roles or tasks foine food
bank.

RECORIKEEPING
According to our partnership with Oregon Food Bank, agencies need to keep certain documents on file
at the agency: The following is a list of these documents, broken down by agency sengceieste

1A, 1B (EMERGENCYAGENCIES:

A Keep backup documentation used to prepare all information requiredRartnerAgency
Monthly Reports.

A Keep receipts odll foods received from FFig8ing back three years

A Keep records ddll foods donated to the progra. A receipting procesthat meets the
requirements of the Partner Agency Agreemshbuld be in place for ghublic donations.

A Keep dog of refrigerator/freezemnd dry storagéemperaturesand pest control inspections

A Ifyou are alAagency have clients sign a form with name, address, household size, and service
date. Retain records fdhree years.

A Report service statisticslonations, and other required informationonthlyto FOOD for Lane
Countyby the 1@h of the following month

2A,2B,2C(NON-EMERGENCMAGENCIE$:

A Every month allagencieseport the number of unduplicated individuals servegthe 1ah of
the followingmonth.

A Keep receipts of all foods received fréf®OD for Lane Courgping backhree years.

A Keep records of bfoods donated to the prograni receipting procesthat meets the
requirements of the Partner Agency Agreemshbuld be in place for all plib donations.

A Keep alog of refrigerator/freezemnd dry storagéemperatures and pest control inspections.
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. Atleast once per yeaypur Partner Agency Servic€pordinator

¢ will visit yaur site for a monitoring visifThis visit will estdish

agency cdification for the yeartocomec FLC' s part ner ship with
Oregon Food Bank and Feeding America requires that we be held

to certain food industry, state, and local regulation for proper food

storage handling and record keepindt also allovs us to

SN familiarize ourselves wkdutopRyour agency’s program nee
site visits may be the most important contaeiu have each year with FFNM®urPartner Agency

Serviceoordinator will contact you in advance to schedule a mutually atiewnétimefor an

appointment.The Coordinator will also let you know what yeanexpect duringyour visit, and what

documentation to have on hand.ourPartner Agency Servic€oordinator may also pop in to visit

unannounced occasionally.

SUSPENSIOQNTERMINATIONAND APPEALFOLICY

FFLC's Suspension, Termination, and Appeals Policy describes what m
out of compliance with the rules or policies of FFLC, OFB, or Feeding America, or you are not fully

meeting the conditions of your Partn&gency Agreement. You may be asked to correct any areas that

are out of compliance within 30 days. I f the violation isn’t corre
you may be placedn suspension for up to 90 days. During the suspension pgaoaill not be able to

access food product3he FOOD for Lane County Executive Director or des@sedas authority to

terminate apartner agency at any tim&’ou may appeal the decision as described in the policy, which is

included as an appendix of yoBartner Agency Agreement.

FOODSOLICITATIOROLICY

The following Food Solicitation Policy existarineffort to ensure that FOOD for Lane County Partner
Agencies have access to the food resources they need and to maintain the equitable distributiod of fo
throughout the network

FOODDONORS

Partner Agencies will not solicit food donations from current FOOD for Lane County food donors if doing
so is likely to diminish the food resources of FFLC.

FFLC will not solicit food donations from current Partneen®g donors if doing so is likely to diminish
the food resources of that Partner Agency.

FFLC will keep Partner Agencies appraised of the status of these food donor relationships, working to
ensure donor partnerships serve FFLC and our Partner Agenthesnost effective manner. FFLC
encourages Partner Agencies to coordinate with FFLC if the Partner Agencies have any question about
the status of a potential food donor.
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FOODDRIVES

In Eugene and SpringfieBartner Agencies are welcome t
plan and exeute small food drives which generatp to
300 poundsnot to exceed D00 pounds within a fiscal
year. Any fooddrive that is expected to generate over 300 4
pounds willbe coordinged with the FFLC Food Resource §
Developer in charge of food drives in ordermake sure
that the food drive wild/l
or conflict with a food drive that FFLC has planned.

s food resources

Rural pantries arevelcometo plan and execute food drives of any size.rural communitiesPartner
Agencieghat are not patries are encouraged tooordinate their food drive efforts with thelocal
pantry to ensure that they are not competing for the same resources as the pantry.

FOOD for Lane County will continue to work hard to collect food that will be distributed thoatithe
entire network.

REPORTING

All Partner Agencies must report donations from donors or food drives on their monthly reporting
forms.

DISTRIBUTION APONATEDFOOD TOVOLUNTEERS
The distribution of food to volunteersasa ¥ s
reward for their efforts ad as encouragement
to continue involvemenas a volunteer is not
allowed.This practice, whether the volunteer
meets the income guidelines for eligibility for
services or not, is considered compensation fi
the volunteers’ | a oo ri§
the volunteer to employeeCompensation
offered to employees must meet wage and
hour guidelines and is taxable.

Rewarding volunteers with donated food violates our agreement with donors that the donated products

will not be used for trade, sale or bartdihe only acceptable uses of donated food in relation to

volunteers is very limited tasting and testing to see if food is still palatable, or if the food might

otherwise need to be discarde@he key is to ensure that this is not a regular occurrence peard
distributionfor the benefit of volunteersAd di t i onal l y, volunteers at meal sites are
meal ” if the meal is taken at the same time and in the same
food aside for volunteers to be eateatér or taken homelf a volunteer is eligible for the services that
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your agency provides, the volunteer must receive their food in the same manner and at the same time as
all other clients.

DISTRIBUTION APONATEDFOOD TOQOTHERAGENCIES

Generally, the gal is for Partner Agencies to distribute all of the food received from FOOD for Lane
County. From time to time, there may be an occasion when you are unable to distribute all of the food
you have receiveddith prior FOOD for Lane Couratgproval you mayredistribute food to another

FFLC Partner Agency. Once food has been transferred between Partner Agencies once, it may not be
transferred on to another agency. Food received from FOOD for Lane County may neverbﬂ fomld.

transfers must be trackedpgged, and kept on fiI\e. [cOmmemed [NK14]:  Added 2016

EQUALOPPORTUNITRROVIDERS

Agencies must make FFLC products available to all needy individuals without regard to race, color,
nationalorigin, sex, age or disabilithll PartnerAgencies must operate in full compliance with all
provisions @the Civil Rights Act of 196Rosters or signs regarding this policy must be poateall food
distribution sitesEach agency must have an adiscrimination policy in place; feel free to use ours as
an example.

NON-DISCRIMINATION STATEENT| ( Commented [NK15]:  Updated 2016

Long version:

“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 prograrage 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 assistarggam, 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). Remedies and complaint filing deadlines vary by program or
incident.

Personawith disabilities who require alternative means of communication for program information
(e.g., Braille, large print, audiotape, American Sign Language, etc.) should contact the responsible
Agency or USDA's TARGET Center at (2026@D(voice and TT¥) contact USDA through the
Federal Relay Service at (800) 8889. Additionally, program information may be made available in
languages other than English.

To file a program discrimination complaint, complete the USDA Program Discrimination Complaint For
AD-3027, found online at How to File a Program Discrimination Complaint and at any USDA office or
write a letter addressed to USDA and provide in the letter all of the information requested in the form.

To request a copy of the complaint form, call (B6829992. Submit your completed form or letter to

USDA by: (1) mail: U.S. Department of Agriculture, Office of the Assistant Secretary for Civil Rights, 1400
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Independence Avenue, SW, Washington, D.C. 20280; (2) fax: (202) 69p442; or (3) email:
program.intake@usda.gaV.

Short versiorftext must be the same size as the rest of the document)

( commented [NK16]:  Added 2017 )

»

“Name of Agency s an equal opportunity provider

All complaints of discrimination will be investigated by Betner Agency Servic€oordinator, and, if

appicable, the Department dluman Services | f t he agency’'s practices

Partner Agency Servicegsoor di nat or will report the practices to

action and to the Departmerdf Human Servicedn applicable cases.

PARTNERAGENCYGRIEVANCPOLICY

We strive to maintain good working relationships with our partner agencies and be receptiverto
feedback and inputf you have a complaint about our services, we encourage you to let us know as
soonas possible and we will work to firdmutually acceptable solutioif.you would like to file a
formal complaint, the Partner Agency Grievanodidy describes how to do sA.grievance is a
perceived inconsistency in FFLC policies or practices that nesuifair or inequitable treatment and
that has given rise tgour complaint.Formal complaints must follow the procedure outlined in the
policy, which includes a written statement sultted to the Executive DirectoRlease refer to the policy
in your Rartner Agency Agreement, or contact tRartner Agency Servic€ordinator with any
guestions about how to proceed.

FOODSAFETY ANSTORAGHENFORMATION

GENERALPRACTICES

A Keep all foodour inchesoff the floor by storing it on pallets or shelves

A Keep foa away from walls for good ventilation and pest control

A Keep doors and windows well sealed to prevent pest
entry and water damage

A Maintain proper temperatures in dry storage as
refrigerators and freezer&€heck temperatures of all
storage areas aehst weekly and keep a log of thate
and temperature of each.

A Maintain good pest control system€heck rodent traps
weekly and keep a log of ttdate and findings at each
trap.

A All foods should be inspected and assed for fitness of consumptiowhenin doubt, throw it
out!
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FOODSTORAGE

The size and quality of your storage space can give you greater

flexibility in your food orders and may even save you

transportation costs and timeybreducing replenishment trips.

However, the nature of food banking to use the acquired

product quickly, and not store it for more than a short period of

| time. If possible, rapid turnover of most products should be

occurring. While FOOD for Lane Couliigs our best to inspect

the quality of all items leaving the warebos e, it i s the individual partner agency’'s respons
this product in a timely fashion to ensure it is safe and palatable at the time it is distributed or served.

If product is remaining in your storage area longer tttaee months (includindrozen products), you

should look carefully at your ordering habétsd make necessary adjustmenfse youordering too

often or bringing back too much to your program? Are you choosing too many items that are found
difficult to use? Ishe productunfamiliar to the persons you serve? Would recipes help clients to use the
product? Does the specific size of the product make it difficult to use in a reasonable length of time? The
Partner Agency Servic€oordinator or the Inventory Systems Coordinator calplyou on all of the

above questions either at the time of your order or at the point that you need further suggestions. A
basic rule for food storagis the FIFO (First in, First Out) or FEFO (First Expired, First Out) systems

FIRST IN, FIRST OUT(FIFO) & FIRSTEXPIREDR FIRSTIOUT (FEFO)| ( commented [NK17]:  Updated 2016 )

FIFO &H-0 isasystem of food rotation that should be establisha&teach agencyNo more than a
two-month supply of commodities is recommended to avoid unintentional stockpiling of resources
which might lead to comndities being stored longer than is safe. Therefore, the fdodest to its
expiration orfood received firsshould be used or distributed bere foods with a later expiration date
or received later.

ROOMTEMPERATUREORDRY STORAGE

When you store food at of the refrigeratororf r eezer, it is call elfood room temperature storage.
that is low risk can be stored at room temperature betweer F. The best conditions for storing
low-risk dry goods include a dry, cool, wedintilated and clean space.

THINGS YOU NEED TO KW ABOUT ROOM TEMPRBRURE STORAGE

A Keep the area where you store food clean and neat.

A Keep all food at least 4 inchetbovethe floorand 4 inchesway
from the walls If you are keeping the food for more than 30 days
leave at least 18 inches between each stack of food and walls.

A Keep food in ean, covered containers withlabel that shows the v
name of the food, the date yoreceived it, and the date by which it
should be used.
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A Do not store food near anything that could make the food unsafe like cleaners, poisons, sewer
lines, water lines, or refrigerator lines.

A carefully beck grainrice, nuts, seeds, spices, and simitawdsfor signs of infestatin. Bugs
may be small and hard to see.

REFRIGERATOR ANBFREEZERSTORAGE

A Refrigerator temperature must be kept betweed8-4 1F andfreeze temperatures at or below
0F

A Keep refrigerators and freezers neat and clean.

A Keep foodn cleanJeakproof andcovered containers with labels that show the name of the
food, the date you received it, and the date by which it should be used.

A Wrap raw meat, poultry, seafood, cheese, baked goods, and prepared foods tightlytHatsee
types offoods that may leak away from and below other foods.

A Check produceften for pests, slime, mold, and rot

A After serving food, return leftovers to the refrigeratonmediately.Mark all leftovers with the
day and date to verify when and/or where the itemaynhave come from.

A Food that is frozen solid will stay safe to @atefinitely, but mayloseits taste or texture.

A Do not pack food in too tightly. Cold air must be able to flow around the food.

A Have a backup power supply for your refrigeratocaseyou lose power.

REFRIGERATORND FREEZERMAINTENANCE

Refrigeratorsand freezersnmust be maintained properly in order to keep food safe to eat. The average
life of a refrigeratoror freezeris 1417 years. You can extend the life of your ebif followingthese
guidelines:

A Keep the inside of the unit cleadsebleachand water solution to sanitize regularly.

A Remove all loose pieces of paper and plastic. These can be pulled into the fans and cause
problems.

A Allow adequate air circulation around storecbfih Do not overstock the units, and keejr
space between shelves.

A Remove food from cardboard cases whenever possible, and allow adequate air circulation
around the food. Cardboard insulates the food and keeps it from reaching the temperature
needed.

A Ddrost freezers on a regular schedule to keep ice from building up.

A Keep the area directly in fromf and under the interior cooling fans open. Allow absixt
inchesso the air can circulate properly.

A Avoid exposing freezers or coolers to damp areadirect sunlight. For freezers, if the unit is
sefdef rosting, don’t | et the out’'§iOtherwigeghapiler at ur e
becomes thick and causes premature compressor failure.

A Do not store items on top of units. This can interfere with proper cooling.

A Keep the filter clean by washing in warm soapy water every month.
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Vacuum the coils and keep dust armbwebs off the coils and compressor.

Keep a thermometer inside all cooler unasid maintain the temperatureat or below 40 F at
alltimes. Avoid going below 3ZF (freezing).

Keep a thermometer in every freezer and keep the unit beldw &t all tines, and please
remember that freezers do not kill bacteria.

> >

>

COMMONCOOLER ORREFRIGERATORPROBLEMS& SOLUTIONS

Problem:The inside temperature is too hot or too cold for good storage
Solutions:
A Adjust the temperature controls to a higher omler setting On most commercialnits the
control is behind the front panel above the doors.
A Be sure doors are closing properly. Sometimes, uneven flooring will prevent the doors from
closing and sealing well.

Problem:The unit seems to run constantly

Solutions:

Check all coils fodirt or frost buildup, and clean or defrost as necessary.

Move unit to provide adequate clearance for proper airflow.

Check hat doors are sealing properly and thght bulb is turning off whetthe dooris closed.
Repair thermostat.

Checkrefrigerantlevel.

> > > > >

COMMONFREEZERPROBLEMS ANICSOLUTIONS

Problem:Freezer is slowly getting warmer

Solutions:
A Check to be sure ice i
A Vacuum the rear coils.
A Remove anything from the top of the unit.

restricting airfl ow.

Prodem:Door isn’t closing pr
Solutions:
A Check seals for damage or interference.

A Make sure the unit is level and on even ground.

WHAT TODO IF THEPOWERGOESOUT

A Keep the refrigeratasand freezes closed. Do not open the dosany more han you have to. A
full freezer will stay at 0° F for about two days. A half full
day. If the freezer is not full, put foods together so they can keep each other cold. Food in the
refrigerator is safe if the power @ut for no more than a few hours.
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A If the power will be out for several days, add dry ice or block ice to the refrigerator and freezer.
Be careful with dry icedo not touch it or breathe in fumes.

A Put meat and poultrpn the bottom shelf oon a tray sdhat if they begin to thaw, their juices
will not drip onto other food. Be sure to throw out any food that becomes contaminated with
raw meat juice.

A If possible, find another place to take your fresh foods. Your agency should have an emergency
plan in casef this situation.

FOODHANDLING

FOODSORTINGSAFETYGUIDELINES

While allproduct that you acquire from FOOD for Lane County has been evaluated, it is important that
you are able to recognize basaofl sorting safety guideline$his will significantlyeduce the possibility

of an unfortunate contamination of valuable food product, or worBke following information is to
provide a basic understanding of the food sogtiorocessEach agency situation is different. FOOD for
Lane County staff can glagiyovide you with more details.

Foremost, inspect all product coming into your agency before placing anything on your shelves or into
refrigeration units. Check for any obvious sighrodent or other pest activity like droppinggnaw

marks, or insect cangs.Has anything been damaged on transport to your skethere ay signs of

spills, including powders that could have contaminated other nearby iteékhg@minimum, items should

be wipedusing a sanitization solution made withe tablespoorof chlaine bleachper gallonof water.

CansThrow away canswitbul ges at either end, pitted rust (can’'t be wiped off),
ability to open it, dents shaped like a pouring pitchmrsevere dents on seams.

Bottles: Throw away bottles witlany leakage, any sign of dirt or mold undkee lid, loose tops, raised
“button” in center of cap, when hel d ugiangytingt he | i ght any wunusual se
unusual about the cap.

Dry boxesThrow away boxes with amps, puncturesor splits in seams that might have led to
contamination of product ithe inner bagis not intact;packages with no inner bag (flour, rice, beans
etc.); bags that have been taped shat;bags that are leaking dry product.

REPACKAGING Commented [NK18]:  Review for FY17&dd all labeling
expectation. “Starting in [d
FOOD for Lane Countjfers a Food Repack Certification for Partner Agencies who wish to repack food. |- Fegul ations ..

Ask yourPartner Agency Servic€oordinator for more information about this training. Partner Agencies
cannot repack USDA commaodities, liquids, Fresh Alliance productg{éaceulling produce), meat
products, or frozen product that must be chipped at or cut to break apart.

HANDLINGDONATIONS FRONRETAIL ANDHOSPITALITYESTABLISHMENTS
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FOOD for Lane County has a Partner Agency Food Solicitationtiratliyns to preservequitable
distribution of food throughout the county and respect donor relationships. Please reference FFLC
Partner Agency Agreement Appendix A for more details about the allowances and limitations of the
Food Solicitation Policy.

This includes (but isa limited to) product from restaurants, caterers, hotels, retail establishments and
convenience stores.

This is a more complicated process than accepting manufactured goods, and may require additional
food safety training or certification. Please conswlith FFL®efore accepting donations of prepared
foods from these types of donors.

All donations from retail and hospitality sources must be provided by a regulated food business, and
must be in compliance with local food handling regulatory requiremeimtsaddition, they must:

A Be transported, received, stored and held at appropriate temperatures (41°F or below for
chilled, 0°F or below for frozen, 135°F or higher for hot foods).

A The person or business transporting the food must use a passive (theanékbtooler with

icepacks) or visibly active temperature retention system (refrigeration unit) to maintain

temperatures within the allowable limits.

The agency must take sample temperatures upon delivery.

Be protected from environmental contamination dogi display and/or services.

Not include foods previously served to the public (e.g., exposed to the public orszsetfe

buffet or on bulk displays exposed to the public).

Be first generation surplus foods, i.e., not previously reheated for setioredservice.

Be packaged in firatse food grade packaging.

Be labeled correctly, the label to include:

The name and location of the agency.

The name and location of the donor.

The food description (e.g., lasagna, chicken noodle soup, etc.)

The date of the doation.

> > >

> > >y > > > >

An allergen disclaimer statement that includes the foll owing: “ Al

rescued food that may contain, have come into contact with, or have been produced in a facility which

also produces milk, eggs, peanuts, tregsn(walnuts, almonds, pecans, hazelnuts/filberts, pistachios,

cashews, coconuts, pine nuts, macadamia nuts, and/or Brazil nuts), fish, shellfish (crab, crawfish, lobster,

shrimp, mussels, and/or oysters), wheat, soybeans, and/ or sesame

HANDLINGDONATIONS FRONPERISHABLEFOODDRIVE OPERATIONS

If your agency holds or is a recipient of a food drive in which perishable items are specifically requested
(e.g., turkeys, hams, milk), you must comply with applicable food safety regulations. If somepise els
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hosting the food drive, you must make sure that they will comply wi
meeting before the food drive to be sure that all parties are aware of their responsibilities.

RECEIVINGPERISHABLEFOODDRIVE DONATIONS

Approprige cold holding equipment must be available when receiving perishable food drive donations
(walk-in cooler/freezer, refrigerated truck, chest freezer, chest cooler) if the perishable food drive takes
place anywhere other than at your agency.

Refrigeratedoroduct must be received at 41°F or below, frozen product must be received at 0°F or
below.

Random, sample temperatures of perishable food drive products must be taken and documented.
Once the perishable food drive has been completed, all donationsvextenust be stored

appropriately.

REJECTINGPERISHABLEFOODDRIVE DONATIONS

Remember to use the same standards for a targeted perishable food drive that you would use for any
other donation:

A If perishable food drive products do not arrive at your agesitcgppropriate temperatures, they
must be promptly isolated and discarded.

A If a frozen food drive product is provided and no longer frozen, the item cannot be refrozen. It
must be promptly isolated and discarded.

A If any perishable meat, pork or poultrydd drive product is not frozen by its sbl date, it
must be promptly isolated and discarded.

A If any perishable product shows signs of time/temperature abuse, such as large ice crystals

inside the packaging, it must be promptly isolated and discarded.

PROPERRECALLPROCEDURES

1. Each Partner Agency (PA) is responsible for appointing a Recall Coordinator.

2. Upon receipt of a recall notification, PAs in coordination with FFLC will issue recall notification
flyers and posters for their recipients/ volunteerssaon as possible but no later than 24 hours
after receiving the recall notification. The PA’'s Recall Coordin
notification. The recall notification will include:

9 Product name, affected lot # and any other product informati@tessary;
1 If the media is used to contact recipients, PAs will use the press information
forwarded by OFB.

3. PA Recall Coordinator will see to it that product is consolidated, tagged, and isolated in a
designated location.

4. PA Recall Coordinator will wéitr further instructions byrFLC
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1 Ifproductisto be destroyedt can be destroyed at the agency’'s site or retur
to destroy.
1 Insome instances, FFLC will request the product is returned to the food bank.

DISTRESSEOCANNEDFOODGUIDE

Distressé canned foods may be potentially hazardous to consumers. In almost every case, laboratory
analysis is required to determine the safety of the fodHis is not practical for most agemsijuations.

This guide is intended to asspsirtneragencies in detenining the safety of distressed canned foods
without laboratory testing.

Outdated or obsolete canned goods are acceptable for donadiwh can be distributed severgbars
after -bwn'e .Althdegh tolor or texture may be affected due to age, pineduct is sill safe

Unopened sheltable dressings and saudbstar e up t o t hselley 'modathes gprast *
acceptable. Also acceptable for donation are unopened;adutode, or obsolete dry food products.

Outer package may be torn but intedrgackaging MUST be intact (e.g. cake mixibtmen but the

plastic bag containinthe cake mix is NQ)r

Examples of damaged cans that should not be used or distributeshare below

Sharp dent on side seam; flat Sharp dent on top or bottm Missing labels Swell at top or bottom
dent is ok seam; unless it is a seamle:
can
Label S
Missing
Swell
Sharp
Dent on Dent on
T | side Bottom
Seam Seam
Rust that canot be brushed off Cans that are leaking Springer oflipper; vacuum Sharp dent with crease;
seal broken pointed ends

‘_I Sk . - Sharp
Springer Dent with
Leakers or
5 Crease
Flipper
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IN THHEVENT OF DlSASTdR [Commented [NK19]:  New info fa 2017

PARTNER AGENCYEXPECTATIONS

In the event of a disaster, F FL C’ sson dnieumgsemiceyo olBnerponse Pl an di
Agencies to get food where it is needed. Our goal is to help your agency get food out to hungry people in our

comnunity. FFLC will decide, based on the situation, whether we have the capacity to provide direct service to clients in

addition to maintaining food distribution to Partner Agencies. You can expect the following from us:

1 As possible, we will work to maintagm adequate food supply so that we can continue to provide food to your
agency.

1 As possible, th®artner Agency Servicesam will communicate with you about how to get food to your
agency.This may be by phone, internet, personal visits, or whatevermaeee can identify depending on the
circumstances.

1 As possible, we will compile lists of which agencies are providing services, and make this available to your
agency and the community at large.

1 If FFLC experiences an influx of volunteers beyond ourcégiga put to work, we will determine which of our
partners have the most critical need for volunteers, and route them appropriately.

Your Partner Agency will be called on to serve your clients and the additional service seekers that require assistance
during a disaster. It is important for you to:

1 Be prepared! Have a plan in place to ensure that you can continue providing services to those in need.
1 Communicate proactively with FFLC.

PROGRAMPRIORITIESDURINGDISASTERS

In a disaster situation, FFLCnrmg ed t o focus resources. This “tier” system has
outline the priority of our efforts. The first priority is Tier One, with the subsequent tiers operating only as resources
allow.

Tier 1¢ Align with our disaster mission stament
We will focus resources to provide food to partner agencies to get food where it is needed.

A 1-Emergency food pantries (OFB Agency Service Category 1A)
A 2—Meal sites and shelters (OFB Agency Service Category 1B)

Tier 2¢ Emergency food to vulnerdb populations
We will strive to get these operations functioning as quickly as possible after Tier 1 is met.
A FFLC Dining Room
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A

Meals on Wheels

Tier 3¢ Supplemental food programs

These programs most likely will not function temporarily. We will only costithese if there are abundant physical and
human resources available. Staff will likely be reassigned to other areas during the disaster recovery phase.

> > > > > >

A

Food distribution to OFB Agency Service Category P2 agencies
Food Rescue Express (FREX)

Summer Food Program

Senior Grocery Program

Extra Helping

Produce Plus

Cereal for Youth

Snack Pack

Tier 4¢ Educational programs

Educational programs that are n@mergency in nature. These programs most likely will not function for a longer
period. We willonly continue these if there are abundant physical and human resources available. Staff will likely be
reassigned to other areas during the disaster recovery phase.

A

A
A
A

Gardens
Nutrition education
Multicultural outreach

Advocacy
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SAMPLEFORMS

You ca request copies of these forms from yd@artner Agency Servic€oordinator.

Temperature Log

Temperature readings should be taken for ALL UNITS and STORAGE AREAS first thing on any day

your agency is open to serve clients. Record actual temperatures (34° as opposed to a check mark).

Agency:

Year:

Freezers should be below 0° Fahrenheit

Coolers should be between 33° - 41° Fahrenheit
Storage areas should be between 50° - 70° Fahrenheit

Product should be stored 4 inches from walls and off ground to allow proper air circulation and cooling

Commented [NK20]: | suggest weemove the montly reports.
Maybe add as an appendix.

Date

Jan

Feb

Mar

Apr

May
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Pest Control Log

Check for pests a= often as your program is open, no more than weekly.

Initial in the appropriate box for the date if there iz no sign of pests. Note incidences of pests below.

Location: Year:

Date |[lan Feb Mar Apr May Jun Jul Aug Sep Oct MNow
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Mote incidences hera:
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