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Welcome to the North Texas Food Bank 

The purpose of this handbook is to orient new Member Agencies and staff 

members on the policies, procedures and responsibilities of membership with the 

North Texas Food Bank. 

 The North Texas Food Bank (NTFB) is a nonprofit hunger relief organization that 

distributes donated, purchased and prepared foods through a network of feeding 

programs in 13 North Texas counties. The NTFB supports the nutritional needs of 

children, families and seniors through education, advocacy and strategic 

partnerships. Close the Gap is the NTFB’s 3-year initiative to unite the community 

to narrow the food gap by providing access to 50 million meals annually by 2011. 

History & Statistics 

 

Founded in 1982, the NTFB is a member of Feeding America 

(feedingamerica.org), the Nation’s Food Bank Network. * Last year, the NTFB 

provided access to 44 million meals through its efforts. Each month agency 

pantries distribute food to more than 50,000 families and on-site meal programs 

serve 435,000 meals/snacks. Every dollar donated to the NTFB provides four 

meals for the hungry. Almost 50% of NTFB client households have children 

under the age of 18 and nearly one-fifth are 65 and older. 

The North Texas Food Bank receives funding from a variety of sources including 

grants from private and public foundations, corporations, individuals, and 

government contracts.  These funds are not only used for Food Bank daily 

operations, but in the support of food purchase and educational programs. Over 

94% of the funds raised go directly to providing programs and services to our 

Member Agencies.  

 

*Represents Fiscal Year 2010; July 1, 2009- June 30, 2010 For use in FY 10; Revised 11/2010 
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Mission Statement & Core Values 

 

MISSION STATEMENT: 

The North Texas Food Bank passionately pursues a hunger-free community.  

FIVE CORE VALUES: 

1. Do what needs to be done. 

2. Do what is right with urgency. 

3. Steward and leverage resources with intergrity in an authentic transparent way. 

4. Respect diversity of individuals, thought and viewpoint. 

5. Celebrate passion for our world and the people that live in it. 

Agreement Renewal 

 
MEMBER AGENCY AGREEMENT 
 
Each time an Agency receives a Capacity Building Review; the NTFB representative 

will ask the Executive Director to sign a new Member Agency Agreement. This will 

ensure a signed agreement by current agency Executive Directors.   

All Member Agencies are expected to abide by the rules and regulations specified 
in the membership agreement and the requirements for member agencies. The key 
people in your organization should be familiar with both the contract and the 
requirements. Failure to comply with Food Bank requirements may result in loss in 
Food Bank membership.  
 
See Tab 8 for a copy of the Member Agency Agreement and the requirements for 
members.   
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Types of Programs 

 

 

Additional Programs 

 
The North Texas Food Bank has a variety of additional programs intended to help 

Member Agencies serve the hungry and needy. These include Agency University, 

Charitable Produce Center, CSFP (PAN), Community Kitchen, Food For Families, 

Food 4 Kids, Food Stamp Outreach, Hunger Link, Kid’s Cafe, Mobile Pantry, 

Operation Front Line, Texas Second Chance and the Summer Food Service Program. 

See our website for a detailed explanation of each program at www.ntfb.org. 

 

 

 

 

 

 

 

 

Pantry

• Provides emergency food to families in need that is prepared and eaten off site.  
Pantries are encouraged to provide a three to seven day supply of food for an 
individual or family (12-26 pounds per person).

Onsite 
Feeding

• Provides a full meal to people in need for consumption on-site Example: soup 
kitchens, homeless shelters, day care facilities, after-school programs, senior 
nutrition sites, battered women’s shelters, residential treatment centers and family 
shelters

Supplemental 
Snacks

• Serves snacks for consumption on-site

• Example: Boys and Girls Clubs, YMCA’s and after-school programs

http://www.ntfb.org/
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Donor Restrictions 
 

Occasionally one or more of our donors restrict their product for use in a specific 

type of program.  For example, in the past Campbell’s Soup product has been 

restricted to On-Site Feeding programs only.  Product with an On-Site Feeding only 

donor restriction should only be used to prepare a meal to be served on the 

premises.  Any restricted product as identified on the order sheet should never be 

given out through a program for which it is not intended. 

Any product with a donor restriction will be distributed only to Member Agencies 

meeting the restriction.  Food Banks that are members of the Feeding America 

network have an excellent record of abiding by donor restrictions.  It is crucial that 

we keep the trust of our donor base by maintaining this excellent record. 

 

 

 

 

 

 

 

 

 

 

 

  

 A Member Agency may be a Pantry program, an On-site meal program, a 
supplemental snack program, or a combination of these programs. 

 There are a number of additional programs offered by the Food Bank as a support to 
your main program. 

 Your Agency may only use Food Bank products for the type of service approved by 
the North Texas Food Bank.  

 A Member Agency may be placed on probation or suspended for using donated food 
or other products in a manner that is not approved by the Food Bank.   

KEY POINTS 
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Agency Accounts 

 Account Set-up, pg. 13 

 Account Billing, pg. 13 

 Crediting Accounts, pg.14 
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Account Set-up 

 
As a Member Agency of the North Texas Food Bank, you will receive an account 

that is tracked by an assigned ID number.  The account contains all the relevant 

information such as your program director, mailing address, physical address and 

county; fax number, phone number and e-mail address.  We provide two ID cards 

to each Agency to use when picking up an order at the Food Bank.  

CHANGES TO ACCOUNTS 

Please notify the Food Bank in writing of any changes within your organization:  

 Staff Changes: Name, mailing address, phone number, and fax number of the 
administrative contact, food contact or billing contact 

 Organization Changes: Location, hours of operation, type of services 
provided, status of any licenses or permits 

 

MULTIPLE PROGRAMS 

If an agency has multiple programs, each account will be treated as separate 

entities. All accounts must order and submit monthly reports per program.  

Account Billing 

 
PAYMENT OPTIONS 
 
The Food Bank is only able to except cashier’s checks, money orders or checks 
drawn on the account of the sponsoring 501 (c) 3. The NTFB offers a variety of ways 
to pay your account with the Food Bank. See Tab 7 for more information. 
1. Pay at each pick-up (Your Organization Check Only). There is a drop box for 

payments located in the Agency Services area. 
2. Send payment in response to each invoice received. 
3. Send payment in response to the monthly statement your Agency receives. 
 
PAYMENT PENALTIES 
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The Food Bank expects timely payment of your bill.  It is important that all accounts 
be kept up to date.  If an agency account is 30 days overdue, the Agency may be 
placed on HOLD and will be unable to order food from the Food Bank until the 
account is paid in full.   
 
If the Food Bank receives a returned check, the agency will be contacted.  
Repayment should be in the form of a money order or cashier’s check.  A $25.00 
returned check fee will be applied to the account.  

 

Crediting Accounts 

 
VOLUNTEER CREDITS 
 
Member Agencies may receive credits to their account for volunteer service at the 

North Texas Food Bank or any of our many events. Agencies will receive $1.80 for 

every hour of volunteer service provided. Agency volunteers cannot exceed 50 

hours, or $90.00, of credit for an Agency each month.  The hours accumulated for 

Agencies will be totaled at the end of every month. 

 
PRODUCT RECALL 
 
If there is a possibility that something may be wrong with a product, the Food Bank 
may recall that product. Our computer system can produce a listing of all Agencies 
that received a particular product.  However, to find out where a product went 
after it left the Food Bank, we must rely on your Agency’s records.  Once verified, 
your Agency account will be credited the correct amount. 
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Agency Standards 

 Capacity Building Review 
Requirements, pg. 17-18  

 Agency Do’s & Don’ts, pg.18-19 

 Agency University, pg. 19 

 Agency Tier Process, pg. 20 
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Capacity Building Review 

 
CBR’s are performed biennial by the North Texas Food Bank.  
See Tab 8 for a copy of the CBR Form.  

 
All CBR’s will check for the following: 

 Temperature Logs- Logs should be updated every day your feeding program is 
operating or a minimum of twice per week for as long as food is stored within a 
refrigeration unit. All refrigeration units should have a thermometer placed 
within them. Temperatures should be 34˚- 40˚ refrigerated, and -10 - 0˚ frozen. 

 Invoices- They are given to Agencies at pickup and delivery, signed by two 
different individuals and should be kept for at least 3 years and 90 days. 

 Food Storage area- All food must be stored a minimum of 4 - 6 inches above the 
floor. Products should be consistently rotated to prevent food from spoiling. 
The pantry and kitchen areas should be neat and clean. The food storage area 
should have the ability to be secured if necessary. Do not mix food and 
chemicals. 

 Heavily rim or seam-dented canned foods, or packaged foods without the 
manufacturer’s complete labeling, shall not be distributed.  

 Food Handler Certification- This certification is required for all Pantries and 
Supplemental Agencies. This can be attained through the Food Bank using an 
online training system that is free of charge. You can also take this class at your 
local community college. 

 Food Manager Certification- This certification is required for all On-site and 
Both Agencies. This certification can be attained through your local 
community college. Posted Hours of Operation- Food Pantries must serve 
clients at least 3 hours per week and at least once a month in rural areas. The 
days and hours must be visible to someone walking by the building. 

 Health Inspection- A copy of this inspection is necessary for all On-site feeding 
programs that prepare meals. There are, however, a few exceptions; please 
contact a member of the Agency Relations Team for more details. 

 Pest Control- Pantries and Supplemental Agencies are required to have pest 
control inspections once every three months. On-site Agencies should be 
inspected monthly.  

 Qualifying Clients by TEXCAP Guidelines- These guidelines are provided by the 
state of Texas and are renewed annually. They are used to qualify clients to 
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receive products. Your intake form should be used to gather information 
regarding the income status of the clients. 

 Civil Rights Disclaimer- This disclaimer should be printed on your application, 
sign-in sheet, pamphlet or flyer. It may also be posted in an area that is clearly 
visible to the clients. 

 Board of Directors- Provide a current copy of your board members. 

 Budget- Provide a current copy of your food budget. 

 Civil Rights Training Log- This training should be conducted annually at your 
Agency for members of your staff and volunteers. 

 Posted Hours of Operation- Food Pantries must serve clients at least 3 hours 
per week and at least once a month in rural areas. The days and hours must be 
visible to someone walking by the building. 
 

 

Agency Do’s and Don’ts 

Things that you CANNOT do 

 Discriminate against a client 

 Require identification or citizenship documents be presented as a condition 
for food service 

 Have a separate standard for handling, storing or distributing NTFB product 
from food product procured from other sources  

 Sell or barter NTFB products for goods and services from a third party. 

  Share any shared maintenance-fee items, or most non-shared maintenance-
fee items with another organization  

 Require clients to participate in a religious (i.e. pray, read, listen, etc) , or 
non-religious activity  (life skills, computer training, etc) as a precondition to 
receive food. 

 Be inconsistent with your opening days and hours. 

 Operate other feeding programs involving cost at the same time/place as 
NTFB distribution, i.e. Angel Food.  

 Monetary donations cannot be accepted at the time of distribution.  
 

Things that you CAN do 

 Use other non-food related programs to encourage participation in other 
events or activities 
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  Distribute fresh produce & bakery items without having clients apply, and 
share it with other organizations. But be considerate of other Agencies 
needing produce. 

 Place signs and pamphlets of a religious or secular nature in clear view of 
clients 

  Restrict a client who is abusive or disruptive to your program or agency. You 
should keep records. 

  Distribute food received from other sources, provided that it is treated 
exactly like food received from NTFB. 

 

ADDITIONAL AGENCY REQUIREMENTS  

 Orientation Class- All New Member Agencies are required to take the.  

 Member Agency Conference (MAC)-The MAC is an annual event designed to 
give Member Agencies a unique opportunity to network with Food Bank and 
fellow Member Agency personnel, find out about the future standards and 
objectives of the Food Bank, and to be congratulated and encouraged by 
fellow members. Each Member Agency is required to send at least one 
representative to the conference. Go to our website at www.ntfb.org and 
click on Agency Zone and select MAC to register and find more information. 

 

Agency University 

 

Agency University (AU) is an education program designed to train Member 

Agencies in the latest strategies to increase their feeding capacity and provide 

more access to nutritious meals. 

 

We strongly encourage each Member Agency to participate in a minimum of two 

courses annually. Upon course completion, the participant will receive Continuing 

Education Units, which are college credits that will be assessed by El Centro 

Community College in Dallas, Texas. Participation is also a component of the Tier 

system and can contribute to an Agency receiving a larger grant. See Tab 8 for a copy 

of the Agency University Registration Packet. 
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Agency Tier Process 

 

Each Agency of the NTFB receives a Tier Status. The Tier Status is a tool that the 

Food Bank uses to estimate the overall capabilities of an Agency to help close the 

hunger gap within their community. The tool takes into account the type of feeding 

program an Agency offers, its most recent CBR score, days and hours of operation, 

participation in Agency University and involvement in other hunger-fighting 

activities. A copy of this form can be found in Tab 8 or by using the Download a 

Document feature on the NTFB website. 

For each Tier that is reached, the Food Bank offers more support in the way of 

credits to the Agency account, publicity to Agency programming, and grants to pay 

for capacity enhancing equipment. 

Agencies will be tiered at the time of their Capacity Building Review, but may also 

request an evaluation by contacting Agency Relations.  

 

 

 

 

 

 

 

  

 Capacity Building Reviews are completed bi-annually by an NTFB staff member 
 New Member Agencies are required to attend Orientation Class 
 The MAC is an annual conference hosted by the NTFB, and each Member Agency is required to 

send at least one representative 
 Review your Member Agency Agreement for more detailed restrictions and requirements 
 The Tier System is a tool used by NTFB to measure the capability of an Agency to help close the 

hunger gap 
 AU is an educational program for Member Agencies and we strongly encourage Agencies to 

complete at least two courses annually 
 All participants that successfully complete an entire course will receive Continuing Education 

Units through The Dallas County Community College District 
 

KEY POINTS 
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Types of Items 

 

There are two types or categories of items:  

 Shared maintenance fee items: Each Member Agency shares in the cost of 
operating the Food Bank by paying a “Shared Maintenance Fee” contribution 
for product received from the Food Bank.  The current fees are $.14 and $.28 
cents per pound and may be revised at the discretion of the NTFB Board of 
Directors.   

 Free Items: Items available at no cost to the agency; available on the 
shopping list and located in the pick-and-weigh area at the Food Bank. 

 

How to Order Online 

Shoppers are given a login code that gives them access to the shopping list by the 

Agency Relations department. 

1. Go to www.ntfb.org. Choose Agency Zone, then Online Ordering. 
2. Enter User ID: (First letter of first name followed by last name (ex: jharding) 
3. Enter Password: change12 (all lowercase, one word) 
4. Enter Program: 0024p followed by ID # (ex: 0024p001111p) 
5. Change password option: Click Help, then choose Change Password. 
6. Click Order Options, then choose Shopping List 
7. Select an option for searching:  

a) Show All- This will bring up all the available items in stock. This is the fastest 
way to view all items! 

b) Item Code - Search by item code 
c) Item Name/Item Description- Search by description 

8. Enter desired quantity by cases then add to cart 
9. To check out click on Checkout (located at the top right hand side of the list) 
10. You have the option of deleting an item, changing the quantity of an item, or 

continuing to shop from this page.  
11. Pay attention to the total weight of your order 
12. Before submitting cart, you must choose a pick up method; pick up/delivery 

date and time located under MY Appointment. 
13. Click Submit Cart to place order 
14. Log out 
 

http://www.ntfb.org/
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Ordering Facts 

1. ORDER DEADLINE: All orders must be submitted between Monday morning and 

Thursday at noon. Any orders placed after Thursday noon will not be processed.  

2. MY APPOINTMENT:  

 You must select a method; pick up or delivery 

 When placing an order, you can choose: 

Pick Ups: Monday – Friday 7am, 9am, or 1pm 

Deliveries:  Available for rural counties, upon approval. 

When choosing the delivery date, please confirm the date via our online calendar. 

3. SHOPPING CART SUMMARY: Available Credit Limits reflect your balance plus 

the current order being placed.  If you exceed that amount, the online ordering 

system will block you from ordering if you attempt to order beyond your limit.  

4. PO#: A PO# is established once a item is added to the shopping cart. This does 

not mean your order is complete. Once your order has been processed, the PO# 

converts to an AI# (Agency Invoice). 

5. ORDER MANAGEMENT: Once you place your order, you will be re-directed to 

Order Management, where it lists current and past orders.  

Order Status Explanation: 

 New Order: Status appears once an order is submitted.  

 Sent to Food Bank: the order has been sent from Agency Express to the 

food banks system 

 Acknowledged: The order has been received from Agency Express and is 

being processed.  

 Released: The order has been completely processed and is ready for pick 

up. No changes/cancellations can be made from this point 

 Invoiced: Once the order is fulfilled and received by the agency, it is 

invoiced. Please note: The item quantity and the total amount due on the 

PO will not reflect the same amounts on your invoice.  

6.  EDIT TOOL: You have the option to edit your original order. When using this 

tool, you are taking the chance of losing previous items ordered.  
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Things to Remember 

 

 When placing an order, you must SUBMIT your cart, otherwise the order will 

not be processed. Please check your Order Management to verify the order 

is there.  

• Make sure the items you choose are below the available quantity. If the 

items are over the available quantity, the order will not be processed.  

•  When canceling an order, make sure the process has been completed by 

checking the status in order management, which should state “Cancelled”. 

Once that is complete, please email aeorders@ntfb.org and inform them that 

the order has been canceled.  

 

Food Distribution 

 
Agencies pick up their orders on the day they scheduled at the time of check out 

and are on a first come, first serve basis.  

 

 

 

 

 

 

 

 

 

 

PICK UP OPTIONS:  There are 3 pickup times available: Monday - Friday 

7am, 9am or 1pm  

 PICK N WEIGH: Agencies can take advantage of the pick- and- weigh area 

Tuesdays, Wednesdays and Thursday from 7am – 11:30am  

 PRODUCE/BAKERY ITEMS: Available at no cost. Pick up times are Monday 

8am-2pm and Fridays 8am-noon.  

 

mailto:aeorders@ntfb.org


26 
Imagine..A World Without Hunger  www.ntfb.org

  

How to Report 

 
The Food Bank requires all Member Agencies to submit a monthly report. The 
report is short and relatively easy to prepare. The report is completed on our web 
page at www.ntfb.org and then click on AGENCY ZONE. There are 2 different 
reports; – one for Pantries and one for any On-Site feeding or Supplemental 
programs. Your daily logs will provide the information you need for reporting the 
number of meals or persons served. 
 
The easiest way to keep up with your monthly report is to mark your calendar 

“MONTHLY REPORT DUE” at the end of each month.  You have until the 5th of the 

following month to turn your report in.  After the 5th the report is considered late, 

and your agency may be placed on HOLD. Your account may take up to 24 hours to 

reactivate once the report is received. 

Monthly Reporting Facts 

 
• Reports are due at the 1st of each month, and are considered late after the 5th. 

Account will be placed on hold if it is not received.  

•  All agencies are required to submit monthly totals, even if your program did not 

serve that current month or receive product from the food bank. The report will 

simply need to reflect zeros.  

•  If your agency has multiple programs, separate reports are required. Each 

program will have a separate login. You have to completely log out of one 

account, in order to login the next account. To do this, go to Agency Zone  

Agency Tool Box  Update my Account. There will be a “Logout” link to your 

top left corner.  

•  Confirmations of the reports are sent electronically to the email address you 

provide at the bottom of the report. If you do not receive a confirmation of the 

report, the most common reason is because of a typo. Please make sure if you 

need the confirmation for your records, the email address is valid.  
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Monthly Reporting Instructions 

 
ON- SITE REPORTING INSTRUCTIONS 

For reporting, only count meals that were served that month:  

       

 

 

 

 

 

 

 

 

 

PANTRY REPORTING INSTRUCTIONS 

For reporting, only count clients that were served that month:  

 

 

 

 

 

  

  

1. This number is based on the total number of 

breakfasts served. 

2.  This number is based on the total number of 

lunches served.  

3. This number is based on the total number of 

dinners served.  

4.  If you serve multiple snacks to the same 

individuals, you must count all that was served.  

5.  This number is derived from the total 

number of clients you served. It breaks down 

into 3 groups, and you only count that 

individual once per month no matter how many 

times they come in that month. Most agencies 

retrieve this data from their sign in sheets.  

 

1. This number is based on the number of 

families served during the month. You 

count that family only once, no matter 

how many times they came in that 

month.  

2.  The total count is then broken down 

into these age categories. 
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Pantry Reporting Tips 

 
 This report will ask how many families, children, adults, and seniors were 

served. 

Family: Each intake form is considered to be one family. If you have served 150 

families, you should have 150 intake forms.  

Children: This information should be retrieved from each intake form 

Adults: This information should be retrieved from each intake form 

Seniors: This information should be retrieved from each intake form 

*The family count should not amount to the children, adult and senior numbers. 

Example of incorrect report: Families: 150 Children: 50 Adults: 50 Seniors 50 

Example of correct report: Families: 581 Children: 854 Adults:833 Seniors 131 

(This report reflects 581 different families were served, and within those 581 families, there were 

854 children, 833 adults, and 131 seniors)  

 

Onsite Reporting Tips 

 
 This report will ask the meal count for breakfast, lunch, dinner and snacks. It 

will also ask the amount of children, adults, and seniors served. 
 

Meal Count: This number is retrieved by multiplying the amount of people 

served by how many times that meal was served. Example: If there are 30 

children in an after school program and I serve them snacks 5 days a week (20 

days in one month) I will multiply 30 X 20 = 600. So under the snack count, I will 

enter 600 and under the children count, I will enter 30.  

*There are two mistakes On sites usually make in their reporting:  

#1: The meal count reflects the amount of days in the month instead of the amt of meals 

served  

Example of incorrect report: Breakfast: 30 Lunch: 30 Dinner: 30   Children: 100 

#2: The amount of individuals matches the amount of meals served 

Example of incorrect report: Breakfast:  100 Adults: 100 
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Nutrition Information 

 Food Pantry Meal 
Guidelines, pgs. 31-38 

 On-Site Meal Guidelines, 
pgs. 39-44 
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Food Pantry Meal Guidelines 

 

ADULT 

Healthy males and females ages 19 - 64, based on a 2,000 calorie/day diet. 

 

Grains: 6 oz./day, 42 oz./week 

 Type of Grain: Amount to place in box: 

Rice 1 small bag/box 

Pasta 2 small or 1 large bag/box 

Crackers 1 small box 

Cereal (breakfast cereal/oatmeal) 1 small bag/box 

 

Vegetables: 2 ½ cups/day, 17 ½ cups/week 

Type of Vegetable: Amount to place in box: 

Tomatoes 2 cans 

Corn 1 can 

Green Vegetables 1 can 

Juice 1 can (48 oz.) 

Misc. Vegetables 1 can 

Beans 1 can 

 

Fruits: 2 cups/day, 14 cups/week 

Type of Fruit: Amount to place in box: 

Juice (100% fruit juice) 1 can (48 oz.) 

Canned Citrus Fruit  2 cans 

Canned Peaches, Pears, Apple Sauce 1 can 

Fruit Cocktail, Pineapple  1 can 

 

Milk: 3 cups/day, 21 cups/week 

Type of Milk: Amount to place in box: 

Powdered non-fat dry milk 1 25.6 oz. box 

Evaporated skim milk  

 

Meat and Beans: 5 ½ oz/day, 38.5 oz/week 

Type of Protein: Amount to place in box: 

Beans (any type canned or dried) 1 bag dried, or 2 cans 

Canned Tuna or Chicken 1 6 oz. can 

Peanut Butter 1 jar 

Eggs (keep chilled) 1 dozen 
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SENIOR ADULT 

Healthy males and females ages 65 and up, based on a 1,800 calorie/day diet. 

 

Grains: 6 oz./day, 42 oz./week 

 Type of Grain: Amount to place in box: 

Rice 1 small bag/box 

Pasta 2 small or 1 large bag/box 

Crackers 1 small box 

Cereal (breakfast cereal/oatmeal) 1 small bag/box 

 

Vegetables: 2 ½ cups/day, 17 ½ cups/week 

Type of Vegetable: Amount to place in box: 

Tomatoes 2 cans 

Corn 1 can 

Green Vegetables 1 can 

Juice 1 can (48 oz.) 

Misc. Vegetables 1 can 

Beans 1 can 

 

Fruits: 1 ½ cups/day, 10 ½ cups/week 

Type of Fruit: Amount to place in box: 

Juice (100% fruit juice) 1 can (48 oz.) 

Canned Citrus Fruit  1 can 

Canned Peaches, Pears, Apple Sauce 1 can 

Fruit Cocktail, Pineapple  1 can 

 

Milk: 3 cups/day, 21 cups/week 

Type of Milk: Amount to place in box: 

Powdered non-fat dry milk 1 25.6 oz. box 

Evaporated skim milk  

 

Meat and Beans: 5 oz/day, 35 oz/week 

Type of Protein: Amount to place in box: 

Beans (any type canned or dried) 1 can  

Canned Tuna or Chicken 1 6 oz. can 

Peanut Butter 1 jar 

Eggs (keep chilled) 1 dozen 
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CHILDREN 

Healthy males and females ages 2 – 3.                 

 

Grains: 3 oz./day, 21 oz./week 

 Type of Grain: Amount to place in box: 

Rice 1 small bag/box 

Pasta  

Crackers  

Cereal (breakfast cereal/oatmeal) 1 small bag/box 

 

Vegetables: 1 cup/day, 7 cups/week 

Type of Vegetable: Amount to place in box: 

Tomatoes 1 can 

Corn 1 can 

Green Vegetables 1 can 

Juice  

Misc. Vegetables  

Beans 1 can 

 

Fruits: 1 cup/day, 7 cups/week 

Type of Fruit: Amount to place in box: 

Juice (100% fruit juice)  

Canned Citrus Fruit  1 can 

Canned Peaches, Pears, Apple Sauce 2 cans 

Fruit Cocktail, Pineapple  1 can 

 

Milk: 2 cups/day, 14 cups/week 

Type of Milk: Amount to place in box: 

Powdered non-fat dry milk 1 9.5 oz. box 

Evaporated skim milk 2 12 fl. oz. cans 

 

Meat and Beans: 2 oz/day, 14 oz/week 

Type of Protein: Amount to place in box: 

Beans (any type canned or dried)  

Canned Tuna or Chicken  

Peanut Butter 1 jar 

Eggs (keep chilled)  
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CHILDREN 

Healthy males and females ages 4–- 8.                      

 

Grains: 4 - 5 oz./day, 28 - 35 oz./week 

 Type of Grain: Amount to place in box: 

Rice 1 small bag/box 

Pasta 1 small bag/box 

Crackers  

Cereal (breakfast cereal/oatmeal) 1 small bag/box 

 

Vegetables: 1 ½ cups/day, 10 ½ cups/week 

Type of Vegetable: Amount to place in box: 

Tomatoes 2 cans 

Corn 1 can 

Green Vegetables 1 can 

Juice  

Misc. Vegetables 1 can 

Beans 1 can 

 

Fruits: 1 ½ cups/day, 10 ½ cups/week 

Type of Fruit: Amount to place in box: 

Juice (100% fruit juice) 1 48 oz. can 

Canned Citrus Fruit  1 can 

Canned Peaches, Pears, Apple Sauce 1 can 

Fruit Cocktail, Pineapple  1 can 

 

Milk: 2 cups/day, 14 cups/week 

Type of Milk: Amount to place in box: 

Powdered non-fat dry milk 1 9.5 oz. box 

Evaporated skim milk 2 12 oz. cans 

 

Meat and Beans: 3 - 4 oz/day, 21 - 28 oz/week 

Type of Protein: Amount to place in box: 

Beans (any type canned or dried)  

Canned Tuna or Chicken  

Peanut Butter 1 jar 

Eggs (keep chilled) 1 dozen 
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CHILDREN 

Healthy females ages 9 –- 13.                                          

 

Grains: 5 oz./day, 35 oz./week 

 Type of Grain: Amount to place in box: 

Rice 1 small bag/box 

Pasta 1 small bag/box 

Crackers  

Cereal (breakfast cereal/oatmeal) 1 small bag/box 

 

Vegetables: 2 cups/day, 14 cups/week 

Type of Vegetable: Amount to place in box: 

Tomatoes 1 can 

Corn 1 can 

Green Vegetables 1 can 

Juice 1 48 oz. can 

Misc. Vegetables 1 can 

Beans 1 can 

 

Fruits: 1 ½ cup/day, 10 ½ cups/week 

Type of Fruit: Amount to place in box: 

Juice (100% fruit juice) 1 48 oz. can 

Canned Citrus Fruit  1 can 

Canned Peaches, Pears, Apple Sauce 1 can 

Fruit Cocktail, Pineapple  1 can 

 

Milk: 3 cups/day, 21 cups/week 

Type of Milk: Amount to place in box: 

Powdered non-fat dry milk 1 25.6 oz. box 

Evaporated skim milk  

 

Meat and Beans: 5 oz/day, 35 oz/week 

Type of Protein: Amount to place in box: 

Beans (any type canned or dried)  

Canned Tuna or Chicken 1 6 oz. can 

Peanut Butter 1 jar 

Eggs (keep chilled) 1 dozen 
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CHILDREN 

Healthy males ages 9 –- 13.                    

 

Grains: 6 oz./day, 42 oz./week 

 Type of Grain: Amount to place in box: 

Rice 2 small bag/box 

Pasta 1 small bag/box 

Crackers 1 small bag/box 

Cereal (breakfast cereal/oatmeal) 1 small bag/box 

 

Vegetables: 2 ½ cups/day, 17 ½ cups/week 

Type of Vegetable: Amount to place in box: 

Tomatoes 2 cans 

Corn 1 can 

Green Vegetables 1 can 

Juice 1 48 oz. can 

Misc. Vegetables 1 can 

Beans 1 can 

 

Fruits: 1 ½ cups/day, 10 ½ cups/week 

Type of Fruit: Amount to place in box: 

Juice (100% fruit juice) 1 48 oz. can 

Canned Citrus Fruit  1 can 

Canned Peaches, Pears, Apple Sauce 1 can 

Fruit Cocktail, Pineapple  1 can 

 

Milk: 3 cups/day, 21 cups/week 

Type of Milk: Amount to place in box: 

Powdered non-fat dry milk 1 25.6 oz. box 

Evaporated skim milk  

 

Meat and Beans: 5 oz/day, 35 oz/week 

Type of Protein: Amount to place in box: 

Beans (any type canned or dried) 1 bag or 2 cans 

Canned Tuna or Chicken  

Peanut Butter 1 jar 

Eggs (keep chilled) 1 dozen 
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TEENS 

Healthy females ages 14 – 18.                               

 

Grains: 6 oz./day, 42 oz./week 

 Type of Grain: Amount to place in box: 

Rice 2 small bags/boxes 

Pasta 1 small bag/box 

Crackers 1 small bag/box 

Cereal (breakfast cereal/oatmeal) 1 small bag/box 

 

Vegetables: 2 ½ cups/day, 17 ½ cups/week 

Type of Vegetable: Amount to place in box: 

Tomatoes 2 cans 

Corn 1 can 

Green Vegetables 1 can 

Juice 1 48 oz. can 

Misc. Vegetables 1 can 

Beans 1 can 

 

Fruits: 1 ½ cups/day, 10 ½ cups/week 

Type of Fruit: Amount to place in box: 

Juice (100% fruit juice) 1 48 oz. can 

Canned Citrus Fruit  1 can 

Canned Peaches, Pears, Apple Sauce 1 can 

Fruit Cocktail, Pineapple  1 can 

 

Milk: 3 cups/day, 21 cups/week 

Type of Milk: Amount to place in box: 

Powdered non-fat dry milk 1 25.6 oz. box 

Evaporated skim milk  

 

Meat and Beans: 5 oz/day, 35 oz/week 

Type of Protein: Amount to place in box: 

Beans (any type canned or dried) 1 bag or 2 cans 

Canned Tuna or Chicken  

Peanut Butter 1 jar 

Eggs (keep chilled) 1 dozen 
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TEENS 

Healthy males ages 14 – 18.                                          

 

Grains: 7 oz./day, 49 oz./week 

 Type of Grain: Amount to place in box: 

Rice 2 small bags/boxes 

Pasta 2 small bags/boxes 

Crackers 1 small bag/box 

Cereal (breakfast cereal/oatmeal) 1 small bag/box 

 

Vegetables: 3 cups/day, 21 cups/week 

Type of Vegetable: Amount to place in box: 

Tomatoes 2 cans 

Corn 1 can 

Green Vegetables 2 can 

Juice 1 48 oz. can 

Misc. Vegetables 1 can 

Beans 2 cans 

 

Fruits: 2 cups/day, 14 cups/week 

Type of Fruit: Amount to place in box: 

Juice (100% fruit juice) 1 48 oz. can 

Canned Citrus Fruit  1 can 

Canned Peaches, Pears, Apple Sauce 2 cans 

Fruit Cocktail, Pineapple  1 can 

 

Milk: 3 cups/day, 21 cups/week 

Type of Milk: Amount to place in box: 

Powdered non-fat dry milk 1 25.6 oz. box 

Evaporated skim milk  

 

Meat and Beans: 6 oz/day, 42 oz/week 

Type of Protein: Amount to place in box: 

Beans (any type canned or dried) 1 can 

Canned Tuna or Chicken 2 6 oz. cans 

Peanut Butter 1 jar 

Eggs (keep chilled) 1 dozen 
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On-Site Meal Guidelines 

 

 

 

 

 
Child Meal Pattern 

Breakfast 
 

Select All Three Components for a Reimbursable Meal 
Food Components Ages 1-2 Ages 3-5 Ages 6-121 

1 milk 

   fluid milk 1/2 cup 3/4 cup 1 cup 

1 fruit/vegetable 

   juice,2  fruit and/or vegetable 1/4 cup 1/2 cup 1/2 cup 

1 grains/bread3  

   bread or  

 

   cornbread or biscuit or roll or muffin or 

 

   cold dry cereal or 

 

   hot cooked cereal or 

 

   pasta or noodles or grains 

1/2 slice 

 

1/2 serving 

 

1/4 cup 

 

1/4 cup 

 

1/4 cup 

1/2 slice 

 

1/2 serving 

 

1/3 cup 

 

1/4 cup 

 

1/4 cup 

1 slice 

 

1 serving 

 

3/4 cup 

 

1/2 cup 

 

1/2 cup 
1 Children age 12 and older may be served larger portions based on their greater food needs. 

  They may not be served less than the minimum quantities listed in this column. 
2 Fruit or vegetable juice must be full-strength. 
3 Breads and grains must be made from whole-grain or enriched meal or flour. Cereal must be 

  whole-grain or enriched or fortified. 

The Plate Method shows the proper proportions that a meal consists of, whether it is an adult or 

child plate. 
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Child Meal Pattern 
Lunch or Supper 

  

Food Components Ages 1-2 Ages 3-5 Ages 6-121 

1 milk 

   fluid milk 1/2 cup 3/4 cup 1 cup 

2 fruits/vegetables 

   juice,2 fruit and/or vegetable 1/4 cup 1/2 cup 3/4 cup 

1 grains/bread3  

   bread or  

   cornbread or biscuit or roll or muffin or 

   cold dry cereal or 

   hot cooked cereal or 

   pasta or noodles or grains 

1/2 slice  

1/2 serving 

1/4 cup 

1/4 cup 

1/4 cup 

1/2 slice  

1/2 serving 

1/3 cup 

1/4 cup 

1/4 cup 

1 slice  

1 serving 

3/4 cup 

1/2 cup 

1/2 cup 

1 meat/meat alternate 

   meat or poultry or fish4 or  

  alternate protein product or 

  cheese or 

  egg or 

  cooked dry beans or peas or 

  peanut or other nut or seed butters or 

  nuts and/or seeds5 or 

  yogurt6    

1 ounce 

   

1 ounce 
 
1 ounce 
 
1/2 egg 
 
1/4 cup 
  

2 Tbsp. 
  

1/2 ounce 
 
4 ounces 

1 1/2 ounces 

   

1 1/2 ounces 
 
1 1/2 ounces 
 
3/4 egg 
 
3/8 cup 
  

3 Tbsp. 
  

3/4 ounce 
 
6 ounces 

2 ounces 

   

2 ounces 
 
2 ounces 
 
1 egg 
 
1/2 cup 
  

4 Tbsp. 
  

1 ounce 
 
8 ounces 

1 Children age 12 and older may be served larger portions based on their greater food needs. 
  They may not be served less than the minimum quantities listed in this column. 
2 Fruit or vegetable juice must be full-strength. 
3 Breads and grains must be made from whole-grain or enriched meal or flour. Cereal must be 
   whole-grain or enriched or fortified. 
4 A serving consists of the edible portion of cooked lean meat or poultry or fish. 
5 Nuts and seeds may meet only one-half of the total meat/meat alternate serving and must be 
  combined with another meat/meat alternate to fulfill the lunch or supper requirement. 
6 Yogurt may be plain or flavored, unsweetened or sweetened. 
 
 

 
Child Meal Pattern 

Snack 
Select Two of the Four Components for a Reimbursable Snack 
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Food Components Ages 1-2 Ages 3-5 Ages 6-121 

1 milk 

   fluid milk 1/2 cup 1/2 cup 1 cup 

1 fruit/vegetable 

   juice,2 fruit and/or vegetable 1/2 cup 1/2 cup 3/4 cup 

1 grains/bread3  

   bread or  

   cornbread or biscuit or roll or muffin or 

   cold dry cereal or 

   hot cooked cereal or 

   pasta or noodles or grains 

1/2 slice  

1/2 serving 

1/4 cup 

1/4 cup 

1/4 cup 

1/2 slice  

1/2 serving 

1/3 cup 

1/4 cup 

1/4 cup 

1 slice  

1 serving 

3/4 cup 

1/2 cup 

1/2 cup 

1 meat/meat alternate 

   meat or poultry or fish4 or  

  alternate protein product or 

  cheese or 

  egg5 or 

  cooked dry beans or peas or 

  peanut or other nut or seed butters or 

  nuts and/or seeds or 

  yogurt6   

 

1/2 ounce  

1/2 ounce 

1/2 ounce 

 
1/2 egg 
 
 
1/8 cup 
 
1 Tbsp. 
 
 
1/2 ounce 
 
2 ounces 

 

1/2 ounce  

1/2 ounce 

1/2 ounce 

 
1/2 egg 
 
 
1/8 cup 
 
1 Tbsp. 
 
 
1/2 ounce 
 
2 ounces 

 

1 ounce  

1 ounce 

1 ounce 

 
1/2 egg 
 
 
1/4 cup 
 
2 Tbsp. 
 
 
1 ounce 
 
4 ounces 

1 Children age 12 and older may be served larger portions based on their greater food needs. 

  They may not be served less than the minimum quantities listed in this column. 
2 Fruit or vegetable juice must be full-strength.  Juice cannot be served when milk is the only other 

   snack component.  
3 Breads and grains must be made from whole-grain or enriched meal or flour. Cereal must be 

   whole-grain or enriched or fortified. 
4 A serving consists of the edible portion of cooked lean meat or poultry or fish. 
5 One-half egg meets the required minimum amount (one ounce or less) of meat alternate. 
6 Yogurt may be plain or flavored, unsweetened or sweetened. 
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Adult Meal Pattern 

Breakfast 
 

Select All Three Components for a Reimbursable Meal 

Food Components   

1 milk 

   fluid milk 1 cup 

1 fruit/vegetable 

   juice,1  fruit and/or vegetable 1/2 cup 

1 grains/bread2  

   bread or  

 

   cornbread or biscuit or roll or muffin or 

 

   cold dry cereal or 

 

   hot cooked cereal or 

 

   pasta or noodles or grains 

2 slices 

 

2 servings 

 

1 1/2 cups 

 

1 cup 

 

1 cup 
1 Fruit or vegetable juice must be full-strength. 
2 Breads and grains must be made from whole-grain or enriched meal or flour. Cereal must be 

  whole-grain or enriched or fortified. 

 

 

AB 
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Adult Meal Pattern 
Supper 

  

Food Components   

2 fruit/vegetable 

   juice,1  fruit and/or vegetable 1 cup 

1 grains/bread2  

   bread or  

 

   cornbread or biscuit or roll or muffin or 

 

   cold dry cereal or 

 

   hot cooked cereal or 

 

   pasta or noodles or grains 

2 slices 

 

2 servings 

 

1 1/2 cups 

 

1 cup 

 

1 cup 

1 meat/meat alternate3  

   meat or poultry or fish or 

 

   alternate protein product or 

 

   cheese or 

 

   egg or 

 

   cooked dry beans or peas or 

   

   peanut or other nut or seed butter or  

  

   nuts and/or seeds4 or 

 

   yogurt5 

2 ounces 

 

2 ounces 

 

2 ounces 

 

1 egg 

 

1/2 cup 

 

4 Tbsp.  

1 ounce 

8 ounces 
1 Fruit or vegetable juice must be full-strength. 
2 Breads and grains must be made from whole-grain or enriched meal or flour. Cereal must be 
  whole-grain or enriched or fortified. 
3 A serving consists of the edible portion of cooked lean meat or poultry or fish. 
4 Nuts and seeds may meet only one-half of the total meat/meat alternate serving and must be combined 
with another meat/meat alternate to fulfill the lunch requirement.  
5 Yogurt may be plain or flavored, unsweetened or sweetened. 
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Adult Meal Pattern 
Snack 

 
Select Two Components for a Reimbursable Snack 

Food Components   

1 milk 

   fluid milk 1 cup 

1 fruit/vegetable 

   juice,1  fruit and/or vegetable 1/2 cup 

1 grains/bread2  

   bread or  

 

   cornbread or biscuit or roll or muffin or 

 

   cold dry cereal or 

 

   hot cooked cereal or 

 

   pasta or noodles or grains 

1 slice 

 

1 serving 

 

3/4 cup 

 

1/2 cup 

 

1/2 cup 

1 meat/meat alternate3  

   meat or poultry or fish or 

 

   alternate protein product or 

 

   cheese or 

 

   egg or 

 

   cooked dry beans or peas or 

   

   peanut or other nut or seed butter or  

  

   nuts and/or seeds or 

 

   yogurt4 

1 ounces 

 

1 ounces 

 

1 ounces 

 

1/2 egg 

 

1/4 cup 

 

2 Tbsp.  

1 ounce 

4 ounces 
1 Fruit or vegetable juice must be full-strength. 
2 Breads and grains must be made from whole-grain or enriched meal or flour. Cereal must be 

  whole-grain or enriched or fortified. 
3 A serving consists of the edible portion of cooked lean meat or poultry or fish. 
4 Yogurt may be plain or flavored, unsweetened or sweetened. 
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FAQ’s 

 Online Ordering, pg. 47 
 Distribution, pg. 48 
 Rural Delivery, pg. 49 
 Capacity Building Rev., pgs. 

50-51 
 Monthly Reporting, pg. 52 
 Food & Nutrition, pgs. 53-55 
 Accounting, pg. 56 
 Pre-Membership, pg. 57 
 

 

Tab
 7

 – FA
Q

’s 



47 
Imagine..A World Without Hunger  www.ntfb.org

  

  



48 
Imagine..A World Without Hunger  www.ntfb.org

  

 

Frequently Asked Questions 

Online Ordering 

1. Can I make revisions to an existing order once I have clicked SUBMIT? 

If you would like to delete something from your order, you will be charged a restocking fee if the order 

has already been pulled and staged for agency to pick up. Usually all orders are pulled by Wednesday 

afternoon. If you would like to add something to your order after you have submitted it, YOU MUST 

WAIT UNTIL THE FOLLOWING WEEK. Currently, we do not have the capacity to receive multiple orders 

from an agency in the same week. 

 

2. How do I get set up as a user? 

Your agency will receive online ordering access information before or immediately after your 

Orientation. If you would like to add users, you can do that yourself online on the Agency Update Form 

on our website.  

 

3. Who should be set up as a user? 

We would recommend that your Agency Director, Pantry Manager or Food Contact person, and your 

Cook (if applicable) be set up as users. There is currently no limit on number of users per agency. 

 

4. Iƻǿ ŀƴŘ ǿƘŜƴ ǿƛƭƭ L ōŜ ƴƻǘƛŦƛŜŘ ƻŦ ǿƘŀǘ LΩƭƭ ƎŜǘ ƻƴ Ƴȅ ƻǊŘŜǊΚ 

After ordering through the online shopping system, you will be e-mailed an acknowledgement, letting 

you know that your order request has been received by the Food Bank. Approximately 24-36 hours 

before your pickup or delivery date, you may check the order management component of the 

shopping system for the exact items and quantities that you will receive. The message in the system 

will say “Released.” If you have any questions, you may contact the Inventory Online department at 

aeorders@ntfb.org. 

 

5. What are shared maintenance items? 

Items at the shared maintenance fee of .14 cents a pound come from sources like the USDA, Feeding 

America, and local product donors. Items listed at .28 cents per pound are purchased by the Food 

Bank. 

 

тΦ ²Ƙŀǘ ƛŦ L ŘƛŘƴΩǘ ǇƭŀŎŜ Ƴȅ ƻǊŘŜǊ ōȅ the Thursday at 12pm deadline? 

Once the deadline has passed any orders submitted before Monday of the following week will be 

rejected. You can, however, still take advantage of the Pick-And –Weigh and Add-On items.  

 

8. How often is the shopping list updated? 

The items and quantities you view are updated every 3-5 minutes, once those items have been 

entered into our inventory database.  You must refresh the online page in order to see the real-time 

status of a product. Remember, items are on a first come first serve basis.  Depending on the number 

of orders, some items may be out of stock by the time an agency’s order is validated. 
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Distribution 

1. Do I pick up my order by appointment or walk in? 

All orders are processed according to the appointment schedule set in the online shopping system 

from 7am to 11:30am, Monday through Friday. Produce, bakery and Add- On items will also be 

available during those dates and times if available. Pick-and-Weigh is only available on Tuesday 

Wednesday and Thursday from 7:30am-11:30am.   

нΦ /ŀƴ L ŀŘŘ ǎƻƳŜǘƘƛƴƎ ŦǊƻƳ ǘƘƛǎ ǿŜŜƪΩǎ ǎƘƻǇǇƛƴƎ ƭƛǎǘ ǘƻ ƭŀǎǘ ǿŜŜƪΩǎ ƻǊŘŜǊΚ 

No, once an order has been established and submitted in the system for a given week, new items 

must be a part of a new order and normal ordering processes are followed 

3. What are Add-hƴΩǎΚ Lǎ ǘƘŜǊŜ ŀ Ŏƻǎǘ ŦƻǊ ǘƘŜǎŜ ƛǘŜƳǎΚ 

Add-On’s are shared maintenance fee items of limited quantity that are available at the time of 

distribution and are not on the online shopping list. You must fill out an add-on form before shopping 

in pick and weigh to receive these items. 

4. Do I need my Member Agency ID card when picking up my order? 

Yes, you must present your NTFB issued ID. If you have need for a replacement, please email 

arteam@ntfb.org or contact Agency Relations Department. 

5. Is it appropriate to tip NTFB staff for their help or support of our agencies? 

Although we greatly appreciate your sentiments, it is not appropriate to tip individual staff members 

for their assistance and support. In fact, personally accepting a gift is against company policy and we 

ask that employees not be put in a position of having to choose whether or not to accept a personal 

gift. Tipping a NTFB staff member can jeopardize the recipient’s job and be grounds for loss of 

membership with the North Texas Food Bank. If you would like to give a donation or contribute in 

some general way to the Food Bank, please contact the marketing department, and they will inform 

you of any needs and ways in which to donate.  

6. Can I bring food and snacks to share with NTFB staff? 

It is acceptable to do so if the items are not intended for one particular staff member and will be made 

available for all NTFB staff. 

7. Is it appropriate to give gift cards to NTFB staff to show appreciation? 

NTFB staff is not allowed to accept personal gifts or gift cards from member agencies or their staff. If 

an agency wishes to give a personal gift or gift cards, the donation will be immediately given to the 

Human Resources Director to make the gifts available to all staff through a raffle drawing. 

 

8. Do I need to keep my invoices? 

Yes, it is a requirement to keep all NTFB invoices with two signatures for three years and ninety days. 
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Rural Delivery 

 

1. What should I do if the driver is late? 

We ask that you give the truck 30 minutes past the set time, just in case driving conditions or cargo 

loading causes late arrival. If the truck is over 30 minutes late, contact the Truck Dispatcher, Geoff 

Slaymaker, and he will provide you with an estimated time of arrival. His contact number is 

214.551.7203. 

 

2. What if my order does not include everything that is on my order confirmation? 

The driver will make the necessary corrections to both your invoice and the NTFB copy, and then your 

agency should fax a copy to the attention of Ken Townsend, the Inventory/Online Manager 

(214.989.6156). You will not be billed for any item that you do not receive as long as we receive a 

corrected invoice with the driver’s initials 

 

3. How should the non-maintenance fee items be divided between the Agencies? 

In general the free items should be dispersed EVENLY between the members. If a member needs more 

or less of the free items, that should be discussed and agreed upon by the members and not solely 

decided upon by the Site Coordinator. If any questions of fairness arise, contact Isaac Burren, the 

Program Services Manager at arteam@ntfb.org.  

 

4. What if most of the produce items are spoiled or unusable? 

It is our expectation that most, if not all of the produce sent on the delivery is salvageable, however, 

depending on when the product arrives to us and when we can get those items to you, that may not 

always be the case. We ask that you take this into consideration, but if you find unsalvageable 

produce is becoming a norm, please contact Isaac Burren, the Program Services Manager at 

arteam@ntfb.org. 

 

5. What is the process for being added to the Delivery program? 

The availability of truck space usually dictates our ability to add an agency to the Delivery Site. If you 

are interested in becoming a Delivery Site, Contact Isaac Burren, the Program Services Manager at 

arteam@ntfb.org. 
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Capacity Building Reviews 

 

1. Do I have to complete Civil Rights Training every year? 

Yes, you must have your staff and volunteers trained on civil rights standards, per USDA guidelines, at 

least once a year. The training presentation is available on the Download-A-Document component of 

our Agency Zone Webpage.   

 

2. How long does a Food Handler and Food Safety Manager certification last? 

Food Handler Certification is good for two years; Food Safety Manager Certification is good for 5 

years. The Food Handler Certification is a requirement for all pantries, and the Food Safety Manager 

Certification is highly recommended for all On-Site programs (meaning they prepare and serve food at 

the agency). All agencies should have one of these certifications. 

 

3. When do I need a health inspection from the city? 

Whenever you are cooking food for the public, your kitchen must be inspected by the city or state. 

This includes daycares, senior centers, soup kitchens, shelters and any other program that prepares 

and serves hot meals. 

 

4. What do I do if our location changes? 

Inform a member of the Agency Relations Department immediately for a site evaluation and approval, 

and request an address change from the IRS so they can update your 501c3.  We will need a copy of 

their confirmation for our records. 

 

5. Can I give food to anyone who looks like they need it? 

Food provided by the Food Bank can only be given to clients that meet financial eligibility; those levels 

are provided by the state, to us and our member network. In case of one time emergencies, you may 

provide food to anyone who states they have a need. Upon a return visit by this person, you will need 

to verify their household income. 

 

6. Can we fundraise by using food provided by NTFB? 

Food provided by the Food Bank may never be given in return for currency, merchandise, volunteer 

efforts or any other in-kind payment system. Any of the above mentioned activities may be grounds 

for loss of membership with the NTFB. 

 

7. How many times must I update the temperature logs? 

Logs must be updated a minimum of twice per week or every time your program is in operation, 

whichever is more. Logs must be taken on all freezers and refrigerators. 

 

8. Can we pray or have clients attend a religious service before giving out food?   

Neither secular nor religious programming may be required for receiving food assistance. Signs and 

literature can be present and made available at the site, as well as invitations to participate in 

activities after food is provided to clients provided it is made absolutely clear that participation is not 

mandatory. 
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9. What if we want to change our distribution times? 

Inform the Food Bank immediately. Remember, you must be open to the public a minimum of 3 hours 

per week, as stated in your Member Agency Agreement. 

 

10. What do I do if I want to begin an additional feeding program? 

Please inform the Food Bank of your desire to add a program, and we will inform you of the process of 

receiving permission and changing your member status. DO NOT use Food Bank product in a program 

that has not been properly approved by the Food Bank.  
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Monthly Reporting 

 

1. When is my monthly report due? What if I fail to turn in my report? 

Reports are due by the 5th of each month, for the previous month. If you fail to turn submit your reports your 

account can be placed on hold and you will not be able to receive your order or pick n weigh. 

 

2. Why is it so important to turn in my monthly report? 

NTFB uses these numbers to report to Texas Department of Human Services to determine future allocations 

of USDA commodities and to provide service numbers to America’s Second Harvest to use as hunger facts 

when procuring food products and lobbying for more funds allocated through Congress. 

 

3. How do I know that I have correctly issued my monthly report? 

Once you have submitted the report you should receive an email confirmation to the email address you have 

entered. 

 

4. Should I keep a hard copy of my monthly reports and for how long? 

You should keep an electronic copy or a hard copy for at least 1 year. 

 

5. What should I do if I am having technical issues with my computer, and cannot transmit my monthly 

report? 

Contact the agency relations department via email or by phone letting them know of the issues. Since the 

website is accessible you can enter your reports from anywhere. (ex: Library, home or someone else’s 

computer.) 

 

6. What questions should I put on my application to make the monthly reporting process easier? 

Pantry programs can include names and age breakdown of each family member on your intake form that is 

signed by each person requesting help. Onsite Feeding programs can gather their numbers based on your 

sign in sheet or your intake forms. 

 

7. What do I do if I forget my password? 

Contact agency relations department to retrieve your login. 

 

уΦ ²Ƙŀǘ ƛŦ L ŘƻƴΩǘ ƎŜǘ Ƴȅ ƳƻƴǘƘƭȅ ǊŜǇƻǊǘ ǎǳōƳƛǘted by the 5th of the month?  

Your agency could get placed on hold until that report is received and entered. That means you will not be 

able to pick up your order, pick and weigh or add-ons. 
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Food & Nutrition 

 

1. How should you handle nutrition requests from special needs clients? 

Many of your clients may be facing health problems such as diabetes, heart disease, hypertension, and 

obesity.  In other cases, you may be dealing with food allergies, cultural preferences and cooking limitations.  

All of these factors may affect the appropriateness of the foods your pantry or feeding program provides.   

 

The first step is to know your population.  Do your best to know what issues your clients are facing and 

concerned with.  It doesn’t have to be a matter of catering to everyone individually, but simply getting a 

collective idea of what your clients’ needs are. 

 

Overall, you want to try to offer the best variety of nutritious foods available. It doesn’t matter whether 

someone has diabetes, high cholesterol or obesity. The same practical nutrition guidelines may be applied in 

these situations. If you are doing your best to provide staple items that are low in fat, sodium and sugar and 

those that are high in fiber, vitamins and minerals, then you are meeting the needs of all your clients and 

contributing to their better health.   

 

Unhealthy foods are inevitably available, but try to limit the frequency and amount offered to clients. All 

foods can be part of a healthy diet in moderation. It’s important to balance out your grocery and menu items 

with more nutritious options whenever possible.   

 

2. How do you build a healthy package of groceries for a family? 

A nutritious grocery package should include components from different food groups, including grains, fruits, 

vegetables, protein and dairy.   

 

Refer to the samples of food pantry guidelines in the handbook. These guidelines are personalized based on 

the MyPyramid recommendations on gender, age and activity level. Calorie levels are listed for each 

individual and converted to family packages. This takes the guesswork out of knowing whether you are giving 

too little or too much food and ensures that your clients are getting the nutritious food they need to nourish 

their families.  

 

Once you know what items to stock your pantry with, it’s easier to make the appropriate decisions when 

ordering online from the NTFB or purchasing additional groceries from another source.  

 

3. If you are an on-site feeding program, what components should be included to create a well-balanced 

meal? 

Use MyPyramid (www.mypyramid.gov) to plan your on-site meals.  Ideally, each meal should include a grain, 

protein such as meat or beans, two kinds of fruits and vegetables and milk. You might decide to serve all the 

items separately or to combine some of them in a casserole.  For example, you could serve a chicken 

drumstick with some rice, broccoli, carrots and a glass of milk or you could serve spaghetti with meat sauce 

along with salad and a glass of milk.  In the first meal, all the components are served separately.  In the 

second meal, there are three components in the spaghetti (pasta, tomato sauce, and ground meat) and the 

other components are served on the side. 

http://www.mypyramid.gov/
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Food & Nutrition continued 

Meal planning can be a fun and creative activity.  If you run out of ideas, try searching recipe sites like 

www.allrecipes.com, http://recipefinder.nal.usda.gov/, or http://www.gbfb.org/nutrition/ClicknCook.cfm for 

inspiration.  Many sites let you search by ingredient.  For example, let’s say you have ground beef and 

potatoes. If you choose to search by ingredient, you would enter those ingredients, and the site would pull up 

all the recipes it can find with those ingredients.   

Also, consider consulting with James Williams, Community Kitchen Chef or Katherine Lindholm, RD, Nutrition 

Education Manager (katherine@ntfb.org) for new ideas.  Don’t forget to use the Nutrition Education 

Department for ideas to improve the nutritional quality of your meals without greatly increasing the cost! 

 

4) What are some ways to ensure that the food you collect from the NTFB is properly handled and safe to 

eat? 

Most people wonder, “How long can I keep a product after the product date has passed?” The answer to this 

question depends on a number of factors. Some are simple, other are complicated.  

 

 A.  Keep Cold Foods Cold and Hot Foods Hot 
Frozen and refrigerated product should be maintained in cold temperatures during transport if 
possible. It should also be delivered and stored as quickly as possible.  Food that is exposed to the 
temperature danger zone between 41-135 degrees Fahrenheit for more than 4 hours may become 
unsafe to eat. Be sure to monitor your coolers and freezers for maintaining the proper and safe 
temperatures too.  
  

Occasionally, meats may be frozen prior to their expiration date. You may distribute this to clients if 

that product is distributed frozen within 6 months and clients are told to prepare the entire product 

immediately after thawing. Previously frozen foods should never be thawed and then re-frozen.  

 

 B.  Check the Date and Inspect the Product             
The North Texas Food Bank’s policy is to discard foods that are bottled or jarred past the product 
date or if liquids appear cloudy or discolored.  Some foods may last longer past the “sell by” or “best 
when used by” date.  The quality and freshness may be compromised, but they are still considered 
safe to eat.  Always inspect your product upon receiving.  
 

 C.  When in Doubt, Throw it Out!    
The North Texas Food Bank’s policy is to discard bulging, rusted or severely dented cans with metal 
touching metal, opened or leaking packages and broken seals.  If you notice items with these flaws 
when you unpack them at your facility, do not distribute them or cook with them.    
 
Do not distribute out of date perishable products, such as packaged fresh produce, fresh meats and 
dairy products to your clients.  Products requiring refrigeration should not be distributed to clients 
past the use, sell or pull by dates due to the possible growth of pathogens that can cause food-borne 
illness.  Be sure to use the FIFO (First In First Out) method of stocking and distributing your inventory.  
 
On-site feeding programs should always make sure that food is cooked or re-heated and held at the 

proper temperatures before serving.  Please note that if you have any concerns about the product’s 

integrity or food safety, practice caution.  Remember: When in Doubt, Throw it Out!   

 

http://www.allrecipes.com/
http://recipefinder.nal.usda.gov/
http://www.gbfb.org/nutrition/ClicknCook.cfm
mailto:katherine@ntfb.org
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Food & Nutrition continued 

5. Why is it important to partner with the NTFB to provide nutrition education for your clients? 

Eliminating hunger takes more than just providing a quick fix meal. Eliminating hunger requires both short 
and long term solutions including food AND education.  We support the philosophy that you can “give a man 
a fish and he eats for a day, but teach him how to fish, and he can eat for a lifetime.” Providing nutrition 
education to low-income clients makes a tremendous difference in the quality of their lives. They learn the 
life skills needed to cook, shop and make better food choices, allowing them to feed their families nutritious 
meals on a budget.  The NTFB is making an effort to provide quality, nutritious food to those you serve. We 
also provide ongoing nutrition education classes, workshops and materials upon request.  For our Food 
Resources Management Courses (Cooking Matters), contact Sarah Bensinger (sarahb@ntfb.org).  For 
additional workshops or materials, contact Katherine Lindholm, RD (katherine@ntfb.org). 
 
For more resources and updates, check the Food and Nutrition areas on the North Texas Food Bank’s 
website, including http://ntfb.org/ma_download_a_document.cfm and 
http://ntfb.org/ma_food_and_nutrition.cfm. 

 

  

mailto:sarahb@ntfb.org
mailto:katherine@ntfb.org
http://ntfb.org/ma_download_a_document.cfm
http://ntfb.org/ma_food_and_nutrition.cfm
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Accounting 

 

1. If I cannot locate my copy of an invoice, who do I contact for a reprint? 

A: Please be careful to file your invoices so that this is not a recurring event. If you do happen to misplace an 

invoice, you can e-mail your request to Janice Downs at acctteam@ntfb.org.  

 

2. When I make a payment, how do I know that it has been received? 

A: Currently, we do not have a feature that will allow you to see your payment that is received during the 

month in which you paid. Look at the following month’s statement and see if the invoices that you paid 

preciously are listed as outstanding. 

 

3. When should I expect my statement? 

A: Usually, they are mailed by the 10th of every month. If you do not receive your statement by the 15th, 

please contact Janice Downs at acctteam@ntfb.org. 

 

4. What happens if I am past due? 

A: You are expected to provide payment within 10 days of receiving your statement.  If you have not paid 

your balance within 60 days, you will be considered late, and you will be mailed a letter requesting payment, 

After 5 business days, if there has been no response, your account will be placed on Hold. 

 

5. Can I pay in cash? 

A: We do not accept cash. You must pay using a company check, cashier’s check or money order. No personal 

checks please. 

 

6. Can I view my balance online? 

A: Not at this time, but In the future, your monthly account statement will be viewable using the online 

ordering system.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



58 

ǚǹǭǳǵǺǱIǒ ǨǻǾǸǰ ǨǵȀǴǻȁȀ ǙȁǺǳǱǾ  www.ntfb.org 
 

Pre- Membership 

 

How can my organization or church get food from the North Texas Food Bank? 

In order to become a Member Agency, you must have the following:  

1. Be recognized by the Internal Revenue Service as a 501(c) 3 not for profit, charitable organization.  

2. Offer services directly to the ill, needy, or children (under 18 years), free of charge and with no 

requirement to attend any kind of service.  

3. Distribute food as an emergency food box or as a meal or snack prepared on site to be consumed on the 

premises.  

4. Have operated a food program for at least 6 months.  

5. Program sites treated by licensed pest control at least once every quarter  

6. Complete a Four part application process which takes 6 – 8 weeks: 

Part I: Complete the pre-application form and mail it to NTFB with all required documents on the check list. 

 

Part II: After we receive this form with all required documents, an NTFB staff member will contact you to 

schedule a site visit and deliver an application.  

 

Part III: Return your completed application to the North Texas Food Bank and we will be in touch soon.  

 

Part IV: After we receive your application, an NTFB staff member will contact you to schedule a second site 

visit and invite you to orientation. 

For more detailed information on the process for membership, please go to our website at www.ntfb.org and 

go to the Agency Zone tab. If you have any questions, please call the Food Bank’s Agency Membership 

Department at agencymembership@ntfb.org.  

  

http://www.ntfb.org/
mailto:agencymembership@ntfb.org
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NTFB Forms 

 Grievance Policy, pg. 60-61 
 NTFB Staff Listing 
 Member Agency 

Agreement 
 Capacity Building Review 
 Agency University 

Registration Packet 
 Temperature Log 
 TEXCAP Guidelines 
 Client Application Sample 
 Civil Rights Packet 
 SNAP Survey 
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Grievance Procedures 

 

Agency/Food Bank Grievance 

If your agency has a complaint or experiences a problem with the North Texas Food Bank (NTFB), please 

contact Brad Wendling, the Senior Manager of Program Services with details of the grievance and every 

effort will be made to resolve the matter. If unable to resolve the grievance to mutual satisfaction, the Senior 

Manager of Program Services will present the matter to the Chief Operating Officer, Paul Wunderlich and/ or 

the Chief Executive Officer, Jan Pruitt. In such cases, one of the following outcomes may result: 

 

  1.  The CEO or COO issue a decision and then notify the Member Agency’s Executive Director of the 

decision. 

  2. The CEO will call a meeting of the Executive Committee of the NTFB where they will make a decision 

and then notify the Member Agency’s Executive Director of the decision. 

  3. All grievances made against the food bank will be placed on file at the food bank for at least 3 years 

and 90 days.  

  

NTFB/Agency Grievance 

If the Food Bank notices or believes there to be an issue with an issue with an Agency, we will follow the 

Client/Agency procedures to resolve the issue. 

 

Agency/ Client Grievance 

If your Agency has a grievance against a client, then a record of the incident should be kept at the Agency for 

at least 3 years and 90 days. The NTFB will ask to see this record in the instance that a client of the Agency 

seeks to issue a complaint with the NTFB against that Agency. The following are issues that would warrant 

reporting: 

 

1.         Physical and /or verbal confrontations 

2. Removing someone from the premises 

3.  Refusing service to a client either temporarily or permanently 

 

Client /Agency Grievance 

If a client in your service area has a grievance with your agency, the client has the opportunity and right to 

contact the governing board of your agency to appeal the decision. 

 

If the client is not satisfied with the decision of the governing board of the agency, the client can contact the 

NTFB’s Agency Relations Team and file a complaint. Agency Relations will then record the complainant's 

information and contact the Member Agency to gather additional information. The objective and obligation 

of the NTFB is to ensure that proper procedures are followed, civil rights are not violated, and equitable 

treatment is afforded to all. The Grievance Procedure will be implemented as followed: 
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  1. After a reasonable deliberation, the food bank will contact your agency notifying you of the 

complaint and of any information compiled during the NTFB investigation.  

  2. If no wrongdoing is found with your agency, the food bank will contact the complainant and explain 

the investigation by the NTFB, as well as the decision. 

  3.  If wrongdoing on the part of the Agency is found, the Agency will receive a written response from the 

NTFB citing the outcome the investigation and will stipulate the corrective action(s) that must be 

taken by the Agency. 

  4.  All client grievances against an Agency should be documented and remain on file at the Agency for at 

least 3 years and 90 days. 

  5.  All client grievances reported to the NTFB will be kept in the Agency’s permanent file.  

 


