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In accordance with federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and 
policies, this institution is prohibited from discriminating on the basis of race, color, national origin, sex (including 
gender identity and sexual orientation), religious creed, disability, age, political beliefs, or reprisal or retaliation for 
prior civil rights activity. 
Program information may be made available in languages other than English.  Persons with disabilities who require 
alternative means of communication to obtain program information (e.g., Braille, large print, audiotape, American Sign 
Language), should contact the agency (state or local) where they applied for benefits. Individuals who are deaf, hard 
of hearing or have speech disabilities may contact USDA through the Federal Relay Service at (800) 877-8339. 
To file a program discrimination complaint, a Complainant should complete a Form AD-3027, USDA Program 
Discrimination Complaint Form which can be obtained online 
at: https://www.usda.gov/sites/default/files/documents/USDA-OASCR%20P-Complaint-Form-0508-0002-508-11-28-
17Fax2Mail.pdf, from any USDA office, by calling (833) 620-1071, or by writing a letter addressed to USDA. The 
letter must contain the complainant’s name, address, telephone number, and a written description of the alleged 
discriminatory action in sufficient detail to inform the Assistant Secretary for Civil Rights (ASCR) about the nature and 
date of an alleged civil rights violation. The completed AD-3027 form or letter must be submitted to: 

1. mail: 
Food and Nutrition Service, USDA 
1320 Braddock Place, Room 334 
Alexandria, VA 22314; or 

2. fax: 
(833) 256-1665 or (202) 690-7442; or 

3. email: 
FNSCIVILRIGHTSCOMPLAINTS@usda.gov 

 
This institution is an equal opportunity provider. 

  

https://www.usda.gov/sites/default/files/documents/USDA-OASCR%20P-Complaint-Form-0508-0002-508-11-28-17Fax2Mail.pdf
https://www.usda.gov/sites/default/files/documents/USDA-OASCR%20P-Complaint-Form-0508-0002-508-11-28-17Fax2Mail.pdf
mailto:FNSCivilRightsComplaints@usda.gov
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1. EXECUTIVE SUMMARY 

 

The District of Columbia Department of Health Mission Statement 

The District of Columbia Department of Health (DC Health) promotes health, wellness and 

equity across the District and protects the safety of residents, visitors, and those doing business 

in the nation’s Capital.   

 

Summary of DC Health Services 

The Department of Health provides programs and services with the goal of reducing the burden 

of disease and improving opportunities for health and well-being for all District residents and 

visitors. DC Health does this through a number of strategies that center around the following 

priorities: 

1. Promoting a Culture of Health & Wellness;  

2. Addressing Social Determinants of Health;  

3. Strengthening Public-Private Partnerships;  

4. Closing the Chasm between Clinical Medicine and Public Health; and  

5. Implementing Data Driven and Outcome Oriented Approaches to Program & Policy     

Development           

 

Health Equity in the District of Columbia 

Health equity is defined by the World Health Organization as the "attainment of the highest level 

of health for all people.”  Health inequity is an economic and a social justice reality that exists in 

the District of Columbia. Health inequities result in lower quality of healthcare, disparate health 

outcomes for minority racial/ethnic populations and people with low socioeconomic status, 

increased direct and indirect healthcare costs, and decreased workforce productivity.  

In keeping with a Health in All Policies (HiAP) approach, DC Health continues to collaborate 

with a wide range of partners such as hospitals, community health centers, land use/planning 

agencies, state and independent advisory bodies, housing agencies, transportation agencies, 

schools, food agencies, parks and recreation, law enforcement, and the state Medicaid agency 

to carry out its mission. 

 

Commodity Supplemental Food Program in the District of Columbia  

DC Health serves as the State Agency for the administration of the DC Commodity 

Supplemental Food Program (CSFP) and ensures that the Program complies with all provisions 

of 7 CFR Part 247 and with the provisions of 7 CFR Part 250 as applicable. CSFP is a 

comprehensive nutrition and wellness program whose goals align with those of the Age-Friendly 

DC initiative (AFDC) and the 2019-2022 District of Columbia State Plan on Aging (SPOA). This 

State Plan reflects recommendations made in both the 2017 DC Health Systems Plan and the 

2018 Health Equity Report. The State Plan aims to provide an approach focused on closing the 
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food access gap for the aging population in the District ensuring that seniors have access to 

food and other services that meet their everyday needs. The three major priorities of DC CSFP 

are: 

1. Promote health and wellness among District seniors, targeting underserved 
geographical areas, homeless residents, and homebound seniors 

2. Implement an age-friendly food, nutrition and wellness program, in an equitable, 
sustainable way 

3. Positively impact food security among seniors living in the District  
 

AFDC, guided by the Age-Friendly DC 2023 Strategic Plan, promotes District-wide policies and 

procedures that make the District an easier place to grow older. Age-Friendly DC is focused on 

providing community support and health services by ensuring that the District encourages 

wellness and active aging through the attainment of exceptional health outcomes. The SPOA 

will evaluate and identify potential areas of improvement in the delivery of services for the aging 

population by partnering with government agencies and local wellness programing within the 

District.  DC CSFP goals are aligned with the District’s goal to promote a stronger sense of 

physical, mental, and financial security among seniors as they grow older through lifelong health 

and security initiatives. CSFP, AFDC and SPOA initiatives include current partnerships with the 

Supplemental Nutrition Assistance Program Education (SNAP-Ed), Senior Wellness Centers, 

and other government agencies throughout the District. 

This State Plan shares DC Health priorities related to its senior population, key partnerships 

critical to helping residents age in place, and strategies for administering the Commodity 

Supplemental Food Program.  The State Plan also highlights major program policies and 

procedures and provides details about how the program is implemented. Lastly, the State Plan 

includes both the Nutrition Education Plan (NEP) and the Caseload Management/Outreach 

Plan.  The DC CSFP Operations Manual, is a supplement to this State Plan and provides details 

around standard operating procedures and policies.   See Attachment A: DC CSFP Operations 

Manual. 

The District of Columbia Commodity Supplemental Food Program is administered by the DC 

Health’s Community Health Administration (CHA), specifically the Nutrition and Physical Fitness 

Bureau (NPFB).  Using a collective impact approach, the NPFB coordinates efforts with public 

and private partners to promote healthy behaviors and environments that improve health 

outcomes and reduce disparities in the leading causes of mortality and morbidity in the District. 

CHA and NPFB focus on nutrition and physical fitness promotion; cancer and chronic disease 

prevention and control; access to quality health care services, particularly medical and dental 

homes; and the health of families and individuals across the lifespan.   

CHA’s approach targets behavioral, clinical, and social determinants of health through 

evidence-based, data-informed programs, policy, and system level interventions. The DC 

Commodity Supplemental Food Program SA (State Agency) aims to address social 

determinants of health through its work with partners and stakeholders to provide the full range 

of CSFP services.    

CSFP benefits include nutritious supplemental foods, nutrition education and referrals to health 

care, social service, and other community providers offering services for seniors.  Health 

behaviors, such as food choices, are often shaped by environments and policies that originate 

outside of the public health sector.  Therefore, addressing behavior change requires significant 
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cross-sector collaboration. CSFP participation can also provide opportunities for social 

interaction, important to overall health and wellness for seniors. 

Key Partnerships 

The Nutrition and Physical Fitness Bureau continues to rely on multi-sector collaborations with 

its partners in senior wellness to promote CSFP utilization and to address barriers to program 

participation.  These partners include the DC Department of Aging and Community Living 

(DACL), the Department of Parks and Recreation (DPR), the Office of Planning (OP), and the 

University of the District of Columbia (UDC).  Partners in healthcare include Medstar Health, 

Unity Health Care, Community of Hope, and Bread for the City.  Non-governmental community 

partners include Capital Area Food Bank, Martha’s Table, Food and Friends, DC Central 

Kitchen, DC Hunger Solutions, DC Greens, and FRESHFARM. 

These partners have joined DC Health in its efforts to improve healthful food access for all 

residents, particularly seniors.  They collaborate closely with the NPFB on its locally funded 

Equitable Food Access Initiatives (EFAI) including the Produce Plus Program (PPP), Healthy 

Corners Stores Partnerships, Home Delivered Meals for chronically ill residents, and the Joyful 

Food Markets (JFM).   

Produce Incentive Program funded through the District’s Budget Support Act (BSA) and 

administered by FRESHFARM Markets, the Produce Incentive Program (known as Produce 

Plus) provides vouchers to District residents participating in Medicaid, TANF, SNAP, QMB, WIC, 

SSI Disability, and/or Grocery Plus to purchase locally grown, fresh produce from farmer’s 

markets in areas with limited access to healthy food.   

Medically Tailored Home Delivered Meals funded through the District’s Budget Support Act 

(BSA) and administered by Food and Friends, delivers medically tailored meals to homebound 

patients with cancer, diabetes, and other medical conditions, and their caregivers.  

The Healthy Corner Stores Program funded through the District's Budget Support Act (BSA) 

and administered by DC Central Kitchen, delivers fresh produce and minimally processed 

healthy food at or below cost to small independent stores in Wards 1, 4, 5, 6, 7, and 8, as well 

as provides SNAP Matching incentives to participants who use benefits to purchase healthy 

food.  

School Based Nutrition Markets funded through the District’s Budget Support Act (BSA) and 

administered by Martha’s Table’s Joyful Food Markets provide pop-up monthly markets at 53 

elementary schools in Wards 7 and 8. School families are able to shop at no cost for a variety of 

produce and pantry staples. Every child receives a 15-pound bag of groceries, 70% of which is 

fresh produce.  
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2. STATEMENT OF NEED 
More than 105,000 seniors (aged 60+) reside in the District of Columbia, with an 
estimated 17,000 seniors living below the federal poverty line1. While it is estimated that 
rates of food insecurity in the District almost doubled to 21.1% during the COVID-19 
Public Health Emergency2, recent figures estimate the rate of food insecurity in the 
District has returned to near pre-pandemic levels at 10.3% in 20203. However, significant 
disparities exist by race and ethnicity with 19.5% of Black households and 12.2% of 
Hispanic households experiencing food insecurity compared to 1.9% of white 
households4.  Historically, at least 85% of District seniors participating in CSFP self-
identify as Black.  Considering persistent disparities in rates of food insecurity and 
continued increases in food prices due to inflation, DC Health recognizes that a robust 
CSFP caseload is necessary to curb senior hunger in the District. 

 

3. ORGANIZATIONAL STRUCTURE 
Reference: 7 CFR §247.3(a) 
Citation: CSFP is administered at the Federal level by the Department’s Food and Nutrition Service 

(FNS) which provides commodities, assigns caseload, and allocates administrative funds to 
State agencies. State agencies are responsible for administering the program at the state 
level. The State agency may select local agencies to administer the program in local areas 
of the state. The State agency must provide guidance to local agencies on all aspects of 
program operations. The state agency may also select subdistribution agencies to distribute 
or store commodities or to perform other program functions on behalf of the State agency. 
Local or subdistribution agencies may also elect other agencies to perform specific program 
functions with the state agency’s approval. Although the State agency may select other 

organizations to perform specific activities, the State agency is ultimately responsible 
for all aspects of program administration. 

 
DC Health is the administering agency that operates the Commodity Supplemental Food 
Program (CSFP) in the District of Columbia. The Capital Area Food Bank (CAFB), a local 
nonprofit organization, is the Local Agency (LA) authorized to provide CSFP services on 
behalf of the District of Columbia. Contact information for both organizations are listed 
below: 
 

 A. State Agency Contact 
Jo-Ann Jolly 
State Agency CSFP Director 
DC Department of Health 
899 North Capitol Street, NE 
Community Health Administration, 3rd Floor  
Washington, DC 20002 
Phone: (202) 442-9140 
Website: https://doh.dc.gov/ 

 

Danita Banks 
State Agency CSFP Program Coordinator 

 
1 United States Census Bureau QuickFacts District of Columbia, November 2021. www.Census.gov/quickfacts/DC 

2 Government of the District of Columbia, Office of Planning The Road Ahead: 2021 Update on Food Access and Food Security in the District of Columbia. 2021. 
3 Alisha Coleman-Jensen, Matthew P. Rabbitt, Christian A. Gregory, and Anita Singh. 2021. Household Food Security in the United States in 2020, ERR-298, U.S. 

Department of Agriculture, Economic Research Service. 
4 United States Census Bureau. Current Population Survey Food Security Supplement (CPS-FSS). 2016-2020. 

https://doh.dc.gov/
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DC Department of Health 
899 North Capitol Street, NE 
Community Health Administration, 3rd Floor  
Washington, DC 20002 
Phone: (202) 442-4770 
Website: https://doh.dc.gov/ 

A. Local Agency Contact 
Marian Peele, Director, Grocery Plus (CSFP and SFMNP) 
Capital Area Food Bank (CAFB)  
4900 Puerto Rico Avenue, NE  
Washington, DC 20017 
Phone: (202) 644-9823 
Website: https://www.capitalareafoodbank.org/ 

B. Distribution Locations   
DC CSFP distribution takes place at over 71 locations in all eight wards of the city.   

See Attachment B: DC CSFP Distribution Sites for a complete list of distribution sites.  

All distribution sites are under the jurisdiction of the Local Agency.    

 

4.    PROGRAM MANAGEMENT AND ADMINISTRATION  
 

A. State and Local Agency Responsibilities 
Reference: 7 CFR §247.5 
Citation: The State agency may delegate some responsibilities to another agency; however, the 

State agency is ultimately responsible for all aspects of program administration. 

 
Below is a brief description of State Agency and Local Agency responsibilities.  A more 

detailed list is found in the DC CSFP Operations Manual.   

The State Agency is responsible for ensuring that program requirements are being met 

including, but not limited to, the following:   

1. Implementing a State Plan that lists state level priorities and details how 
federal and local CSFP requirements will be met.   

2. Providing guidance and technical assistance to the Local Agency by way of 
State Plans, an operations manual, CFR and memoranda. 

3. Managing caseload through a variety of practice and evidence-based 
strategies.  

4. Establishing eligibility guidelines in accordance with Federal regulations. 
5. Conducting biennial (every two years) administrative reviews of Local Agency 

programmatic activities including competency-based training, caseload 
management, participant certification and notification procedures, nutrition 
education, outreach, recordkeeping and civil rights compliance. 

6. Conducting biennial (every two years) reviews of Local Agency USDA Foods 
management procedures including ordering, inventory, food safety and 
insurance.  

 

The Local Agency is responsible for providing direct services to District seniors and 

operating the CSFP program in accordance with regulations, policies, and procedures, 

including, but not limited to, the following:   

https://doh.dc.gov/
https://www.capitalareafoodbank.org/
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1. Conducting the full range of certification and distribution services as outlined 
in regulations, policies and procedures, and memoranda. 

2. Determining an applicant’s eligibility in accordance with Federal regulations.  
3. Ensuring that participation does not exceed monthly caseload.  
4. Maintaining monthly caseload participation at 98% or higher.  
5. Conducting the full range of responsibilities related to USDA Foods ordering, 

receiving, storing, food safety insurance, and distribution. 
6. Safeguarding CSFP commodities from theft, spoilage, damage, destruction or 

other loss. 
7. Conducting physical inventories of product received from the USDA and 

maintaining inventories as required by CSFP regulations. 
8. Meeting all reporting requirements.  

 

5.   PARTICIPANT ELIGIBILITY REQUIREMENTS 
Reference:  7 CFR §247.5  

Citation:  The State agency may delegate some responsibilities to another agency; 

however, the State agency is ultimately responsible for all aspects of program 

administration. 

A. Age  
As of November 3, 2017, the DC CSFP is only serving eligible seniors.  Senior citizens 
enrolled to participate in the DC Commodity Supplemental Food Program shall be not 
less than 60 years of age.  
 

B. Food Program Income Guidelines 
Program regulations at 7 CFR Part 247.9(c) require that elderly persons have a 

household income at or below 130 percent of the Poverty Guidelines to be eligible for 

CSFP. See Attachment C: Current Year Income Guidelines. 

C. Residency  
Reference: 7 CFR §247.9(a) 

Senior citizens enrolled to participant in the DC Commodity Supplemental Food Program 
are required be residents of the District of Columbia. 
 

D. Documentation of Age, Income, and Residency 
All residents applying for DC CSFP provide proof of age, income**, and residency by 

presenting at least one of the following documents in each category. To decrease the 

burden associated with program participation, the District allows applicants to self-

declare income**.  See Attachment D: Acceptable Sources of Documentation of Age, 

Income, and Residency for a more exhaustive list.   

 

Proof of Age Proof of Income** Proof of Residency 

Driver’s License(valid) Social Security Payments Bill with current address 
(medical, cable, credit card, 
utility bill) 

Birth Certificate Pensions/Veteran’s Payments Bank account statement 

Passport/Visa Earning Statement Current paystub 
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State ID SNAP household certificate Current SSI check 

 
 

E. Nutritional Risk Criteria 
Reference: 7 CFR §247.6(3) 

The DC CSFP does not evaluate nutrition risk as a criterion for CSFP.  

6.  DISTRIBUTION SITE REQUIREMENTS 
Reference: §247.10  

Citation:   The requirements for distributing commodities to eligible CSFP participants and the 

methods used to accomplish this task. 

A. Distribution Site Agreements 
The Local Agency (LA) is responsible for identifying convenient, accessible sites for 
distributing CSFP.  The LA is required to enter into formal agreements that include Civil 
Rights training, and Justice For All compliance, and regulations related to providing 
services in places of religious activity with all sites prior to distribution.  The LA is 
responsible for any loss resulting from improper distribution, or improper storage, care, 
or handling of commodities for all sites receiving USDA Foods.  
 
Site agreements will be updated every three years or when there has been a change in 
distribution site management.   
 

B. Distribution and Use of CSFP Commodities 
The contents of the monthly CSFP food box are determined based on the established 

USDA Foods Available List for CSFP and the guidance provided in the Maximum Monthly 

Distribution Rates table.  All food boxes conform to FNS guidelines and reflect cultural 

and ethnic preferences of the target audience, when possible. The Local Agency is 

responsible for ensuring that the distribution sites distribute only one food box of 

commodities to each participant on a monthly basis.   

 

See Attachments E and F: USDA Foods Available List (E) and CSFP Maximum Monthly 

Distribution Rates (F)  

 

C. Waitlists 
DC CSFP will serve up to the maximum assigned caseload.  Once the assigned 
maximum caseload has been reached, additional applicants shall be placed on a waiting 
list and served first come first served.  The State Agency and Local Agency use the 
waitlist as part of the statewide caseload management strategy. 
 

7. PARTICIPANT CERTIFICATION  
Reference:  §247.8 - 247.9, 247.13, 247.15  

Citation:   Eligibility for CSFP participation will be determined based on Federal regulations 

governing the Program and upon completion of a certification form developed by the State 

agency and approved by Food Nutrition Service Regional Office (FNSRO). 
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A. Annual Certification 
Currently, eligible senior citizens will be certified every three years. Beginning in Fiscal 
Year 2020, the DC CSFP certification period was extended to three years.  Applicants 
shall meet all eligibility criteria at the time of certification before benefits can be issued. 
During certification, Local Agency staff shall inform the applicant that the CSFP applies 
program standards without discrimination by race, color, national origin, age, sex, or 
disability. 
 
Applicants and recertifying participants are advised verbally and in writing by Local 
Agency staff of their rights, obligations and the fair hearings process.  Participants are 
required to sign the application/certification form confirming that they been advised.   

 
The Local Agency is responsible for documenting all applications received as having 
been reviewed, the date reviewed and whether the applicant was approved, denied, or 
waitlisted. Certification periods may not exceed three years in length. The Local Agency 
will perform a yearly review (recertification) to confirm that the participant: 

 
1. Has an unchanged address, 
2. Still wishes to take part in the program 
3. Income has not increased  

 

Re-enrollment is the process where a participant completes a new application once 

every three years. All DC CSFP sites, except East Capitol Walk-In Center, are on a 

rolling enrollment schedule. For rolling enrollment, CAFB will assign 6-8 distribution sites 

over a 3-month period in the fiscal year to complete the re-enrollment (for applicable 

participants) or recertification of all their participants. CAFB staff will be assigned to each 

site to ensure the process is completed and the site remains in compliance. All 

distribution sites will complete the required training prior to the start of their 

enrollment/recertification period.    

 

More information can be found in the DC CSFP Operations Manual.  

 

B. Notification of the Expiration of Certification Period 
The Local Agency shall notify participants in writing at least fifteen (15) calendar days 
before the expiration date that eligibility for CSFP is about to expire. Notification of 
expiration should be provided by writing to the participant. The notification of expiration 
shall include the required statement that informs the participant that CSFP applies 
program standards without discrimination by race, color, national origin, age, sex, or 
disability.  

 

C. Certification When a Participant Moves from One CSFP Site to Another  
Local Agency staff follow the verification of certification procedure when certifying 
participants who move from one CSFP area to another.  This includes verifying that the 
certification has not expired (per 7 CFR 247.16(c)). Transferring participants are given 
the opportunity to continue to receive CSFP benefits for the duration of the certification 
period based on the following process:  
 

A. The distribution site that determined the participant's eligibility must provide 
verification of the expiration date of the certification period to the participant upon 
request. 
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B. If the Local Agency has a waiting list, the participant shall be placed on the 
distribution site waiting list ahead of all other waiting applicants.  

 
More information can be found in the DC CSFP Operations Manual.  

 

D. Eligibility Determination 
Applicants are notified in writing of the results of the eligibility determination.  
If the applicant is ineligible, the notification identifies the eligibility requirement(s) that the 
applicant did not meet.  The notification also informs the applicant of his/her right to a fair 
hearing to appeal the ineligibility determination. The Local Agency shall provide every 
ineligible applicant with referral information on how to access other local food assistance 
resources.   

 

E. The Use of Proxies 
CSFP participants may designate up to two proxies on their CSFP enrollment form to 

collect their CSFP box in their absence. The Local Agency informs all proxies that 

Federal regulations require that CSFP food be used by the participant only and may not 

be sold, traded or used by another.  The use of proxies is an integral part of the DC 

CSFP caseload management strategy. 

More information can be found in the DC CSFP Operations Manual.  

 

F. Standards to Determine the Cost-Effectiveness of a Claim against a Participant 
DC Health has established the following cost effective standard: 

The pursuit of a claim against a participant to recover the value of CSFP commodities 
improperly received or used is cost effective when the participant has violated the policy 
for six months or longer (the certification period) or exceeded $300, which is the average 
retail value per month over a six-month period of a food package. The Local Agency is 
required to use this standard in determining if a claim is to be pursued and to pursue 
claims in accordance with 7 CFR, Part 247.30 and applicable DC Health policies and 
procedures. 

 
More information can be found in the DC CSFP Operations Manual.  

 

8.   CASELOAD MANAGEMENT AND OUTREACH PLAN  
Reference:  §247.6 (c)(5) 
Citation:   Develop and implement a process by which the State and local agencies partner 

with organizations within the community to educate the targeted population about 
the CSFP. 

 
Outreach, community engagement, the use of waiting lists and proxies, along with 
strategic partnership building form a cornerstone of DC CSFP caseload management 
planning. It is a way of conducting business to ensure that eligible seniors, their families, 
along with public and private partners are made aware of, understand, and have a 
working knowledge of CSFP and the benefits of participation.  Intentional, results based, 
driven data and evidence-based strategies will ensure that program resources are 
equitable, accessible, and utilized to fully serve the annual authorized caseload.   
 

DC Health (SA) and its Local Agency partners continue to reach out to elderly 
populations, primarily with the help of the DC Department of Aging and Community 
Living (DACL) Senior Service Network and other partner organizations in the District to 
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educate seniors about its nutrition programs including the Commodity Supplemental 
Food Program.  
 
Monthly monitoring of site participation and other performance indicators will occur in 

order to inform and implement approved caseload management strategies, particularly 

when participation falls below 98%.  

A. Outreach Strategies for Home Bound Seniors 
The CSFP State Agency will work with all of its partners to identify seniors that are 

eligible for the home delivery program. This will consist of targeting current home bound 

seniors in the District, maintaining active partnerships with community-based 

organizations, and establishing a referral network throughout the District.  Local Agency 

partners will prioritize home bound senior CSFP delivery as part of its caseload 

management strategy. 

 

9. DUAL PARTICIPATION PREVENTION 
Reference:  §247.19  

Citation:  The State agency and local agencies are responsible for monitoring 
CSFP to prevent dual participation. 

  
A. Detecting Dual Participation at Enrollment 

Dual participation is strictly prohibited. The State Agency has the responsibility to 
monitor Local Agency efforts to prevent dual participation. The Local Agency is 
responsible for ensuring that all applicants and participants are aware that dual 
participation is prohibited and for providing written materials advising of the penalty for 
doing so.  
 
The Local Agency is required to use an automated management information system(s) 
(MIS) to manage relevant aspects of CSFP including participation and to take 
appropriate action when dual participation is discovered.  That action will include 
advising the participant of the violation and imposing the appropriate penalty.  

 

B. Detecting Dual Participation during Distribution 
The Local Agency is required to implement procedures to prevent and detect dual 

participation.  This includes implementing standard operating procedures during food 

package distribution.  Steps to reduce dual participation include requiring identification 

from the participant during every pickup and securing a signature for each package 

distributed on the monthly distribution site roster.     

C. Methods Used to Inform Applicants of the Illegality of Dual Participation  
During the certification, re-certification and distribution processes, participants and 

proxies receive verbal and written notification of prohibitions on dual participation. 

Participants and applicants receive written notification and are verbally advised of the 

illegality of dual participation when they pick up CSFP food packages (boxes). 

More information about dual participation can be found in the DC CSFP Operations 
Manual 
 

10. NOTIFICATION OF DISCONTINUANCE OF PARTICIPATION 
Reference:  §247.12, 247.17  
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Citation:  The local agency is responsible for notifying an applicant/participant when 

benefits are denied or discontinued due to fraudulence, ineligibility, or lack of 

commodities. 

When presented with evidence that a participant is no longer eligible for CSFP benefits 

or if there is evidence that the applicant, participant, caretaker, or proxy fraudulently 

applied for or received program benefits, the participant may be disqualified from the 

CSFP for a period of up to one year unless the Local Agency determines the 

disqualification would result in a serious health risk. When being notified of 

discontinuation, participants shall receive: 

1. a written notification of discontinuance of participation  
2. notification of their right to receive a fair hearing to appeal a disqualification 

determination 
 
The notice shall inform the participant that program standards are applied without 

discrimination by race, color, national origin, age, sex, or disability.  

If a participant is no longer eligible to receive CSFP commodities, the Local Agency shall 

provide the participant with written notification of discontinuance at least 15 calendar 

days before the effective date of discontinuance. The written statement shall also 

contain information on the participant’s right to a fair hearing to appeal this decision. 

More information can be found in the DC CSFP Operations Manual.  

 

11. NUTRITION EDUCATION PLAN 
Reference:  §247.18  

Citation:  The State agency shall create and implement a nutrition education plan in 

accordance with CSFP regulations. Evaluation procedures shall be established 

to allow participants to provide feedback as to the effectiveness of the plan. 

A. Nutrition Education Plan 
The CSFP Nutrition Education Plan for the District of Columbia includes delivery of 
evidence-based, behavior focused curricula and activities that promote healthy eating 
and active lifestyles.  CSFP participants will take part in individual and group based 
direct education targeted to their specific ethnic and cultural characteristics. Nutrition 
education will be delivered by competent staff and volunteers from the Local Agency, the 
DC SNAP-Ed Program, and other providers.  The State Agency CSFP Director is 
responsible for providing guidance and facilitating training needed by Local Agency 
nutrition staff to deliver effective evidence-based nutrition education services to CSFP 
participants and will coordinate with DC Health nutrition educators. 
Group education classes will be supported with complementary educational tools 
including SNAP-Ed approved handouts and recipes that feature key health messages 
based on the Dietary Guidelines for Americans and targeted to the senior population.  
 

 

12. SYSTEM FOR STORING AND DISTRIBUTING COMMODITIES 
Reference: §247.6(c)(6); §250.12; and §250.14; 
 

A. Receiving 
USDA Foods are shipped directly to the Local Agency warehouse from the multi-food 
warehouse and commercial food manufacturers under USDA contract.  DC Health 
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approves all direct shipment requests submitted by the Local Agency into the Web-Based 
Supply Chain Management System (WBSCM) and monitors all multi-food shipment 
requests placed into WBSCM by the Local Agency. The Local Agency is responsible for 
the receipt and storage of commodities, keeping an accurate and up to date inventory of 
all foods, the preparation and distribution/delivery of the food packages, and maintaining 
food safety standards at all times.  Detailed policies and procedures involving food 
management can be found in the DC CSFP Operations Manual 
 

B. Packaging 
Distribution sites, under agreement with the Local Agency, assure that adequate care and 
security is provided for the food while in their possession. Food packages are stored in 
secured areas at each distribution site to safeguard from spoilage, infestation, fire and 
other losses.  
 

C. Inventory Practices 
It is the Local Agency responsibility to ensure that all operational procedures conform to 
industry standards and best practices.  The State Agency is ultimately responsible for 
ensuring that all USDA foods are handled properly and directs the Local Agency via 
policies, procedures, and memoranda.  Routine monitoring will be conducted and 
feedback provided.  

 

D. Distribution 
Each participant is provided a monthly food package at a site that is convenient for them 
to access.  Distribution sites include senior wellness centers and residences, schools, 
churches and other sites offering services to seniors.  The Local Agency ensures that 
distribution conforms to all local and federal requirements.  Policies and procedures 
related to distribution are found in the DC CSFP Operations Manual.   
 

E. Food Safety  
CSFP food handling and distribution will conform to District of Columbia and federal food 

safety standards. All Local Agency food safety practices are monitored during routine 

monitoring visits.  See DC CSFP Operations Manual for additional details. 

 

F. Food Safety Recall Procedures 
The State Agency oversees food safety recall procedures statewide and provides 

updates using the State Emergency Notification System (SENS). SENS is a tool that 

allows State Agencies to rapidly communicate critical food recall information to Recipient 

Agencies so they can remove contaminated food from distribution, and keep participants 

safe.  

 

 Procedures for Food Safety Recalls 

When notified of a food recall, the Local Agency shall take, at a minimum, the following 
steps: 

 
1. Gather and segregate impacted foods in a safe, locked location; 
2. Label all food involved in the recall “FOOD SAFETY RECALL—DO NOT 

DISTRIBUTE.” 
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3. Notify Site Leaders and designated volunteers as soon as notification of affect 
product is received.  

4. Consult with DC Health regarding further instructions on storage and disposal of 
the affected food items.  
 

G. Out-of-Condition Foods 
The Local Agency follows food handling operating procedures that include proper 

handling and food rotation.  In the event that food becomes out of condition, the Local 

Agency follows federal and local procedures to move the product out of production.  Out 

of condition foods are not distributed to CSFP participants.  Policies and procedures 

related to out-of-condition foods can be found in the DC CSFP Operations Manual. 

13. COPIES OF AGREEMENTS 
Reference: 7 CFR, Part 247.6(11) 
Citation: Each State agency must enter into an agreement with FNS prior to receiving 

funds. The state agency must enter into written agreements with local or 
subdistribution agencies prior to making commodities or administrative funds 
available to them. Copies of all agreements must be kept on file by the parties to 
the agreements. 

 

A. Memorandum of Understanding Between DC Health and DACL 
The Memorandum of Understanding (MOU) is the authorizing vehicle for transferring 

local funding from the DC Department of Aging and Community Living to the DC 

Department of Health.  The MOU, updated annually or as determined in the MOU, is a 

binding agreement that details responsibilities between the two District agencies.  See 

Attachment G: Memorandum of Understanding Between DC Health and DACL  

B. Agreement between DC Health and Local Agency 
The agreement between DC Health and the Local Agency details the responsibilities of 

both parties and covers a maximum of five fiscal years. Any changes to the agreement 

affecting assurances will be submitted to USDA for review and approval.  See 

Attachment H: Agreement Between DC Health and the Local Agency(ies) 

14. PROGRAMMATIC ASSURANCES 
A. Management Reviews 

Reference: 7 CFR 247.34(a), 7 CFR 247.34(b), 7 CFR 250.12(b) 

DC Health performs an on-site review of all local agencies and storage facilities at least 

once every two years. As part of the on-site review, the State agency evaluates all aspects 

of program administration.  On a yearly basis, the State agency performs a physical 

inventory count with the Local agency warehouse staff.  

More information can be found in the DC CSFP Operations Manual. 
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15. ATTACHMENTS 
Attachment A  DC CSFP Operations Manual 

Attachment B  DC CSFP Distribution Sites list 

Attachment C  Current Year Income Eligibility Guidelines 

Attachment D Acceptable Sources of Documentation of Age, Income, and 

Residency 

Attachment E  USDA Foods Available List for CSFP  

Attachment F  Maximum Monthly Distribution Rates  

Attachment G Memorandum of Understanding Between DC Health and 

DACL 

Attachment H  Agreement Between DC Health and the Local Agency(ies) 
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THE COMMODITY SUPPLEMENTAL FOOD PROGRAM (CSFP) 

Operations Manual for Distribution Site Staff and Volunteers 

 

Prepared by: 

DC Department of Health 

Nutrition and Physical Fitness Bureau 

899 North Capitol Street NE 

Washington, DC 20002 

 

Last Updated in November 2021 

 

 

In accordance with federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and 
policies, this institution is prohibited from discriminating on the basis of race, color, national origin, sex (including 
gender identity and sexual orientation), religious creed, disability, age, political beliefs, or reprisal or retaliation for 
prior civil rights activity. 
Program information may be made available in languages other than English.  Persons with disabilities who require 
alternative means of communication to obtain program information (e.g., Braille, large print, audiotape, American Sign 
Language), should contact the agency (state or local) where they applied for benefits. Individuals who are deaf, hard 
of hearing or have speech disabilities may contact USDA through the Federal Relay Service at (800) 877-8339. 
To file a program discrimination complaint, a Complainant should complete a Form AD-3027, USDA Program 
Discrimination Complaint Form which can be obtained online 
at: https://www.usda.gov/sites/default/files/documents/USDA-OASCR%20P-Complaint-Form-0508-0002-508-11-28-
17Fax2Mail.pdf, from any USDA office, by calling (833) 620-1071, or by writing a letter addressed to USDA. The 
letter must contain the complainant’s name, address, telephone number, and a written description of the alleged 
discriminatory action in sufficient detail to inform the Assistant Secretary for Civil Rights (ASCR) about the nature and 
date of an alleged civil rights violation. The completed AD-3027 form or letter must be submitted to: 

1. mail: 
Food and Nutrition Service, USDA 
1320 Braddock Place, Room 334 
Alexandria, VA 22314; or 

2. fax: 
(833) 256-1665 or (202) 690-7442; or 

3. email: 
FNSCIVILRIGHTSCOMPLAINTS@usda.gov 

 
This institution is an equal opportunity provider. 

 

 

 

https://www.usda.gov/sites/default/files/documents/USDA-OASCR%20P-Complaint-Form-0508-0002-508-11-28-17Fax2Mail.pdf
https://www.usda.gov/sites/default/files/documents/USDA-OASCR%20P-Complaint-Form-0508-0002-508-11-28-17Fax2Mail.pdf
mailto:FNSCivilRightsComplaints@usda.gov
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1. INTRODUCTION 
 

The CSFP Operations Manual (manual) is intended for participating agencies, staff, and 

volunteers. It is to be used as a guide to program regulations and requirements as established 

by the USDA and the District of Columbia. This manual provides an overview of the program, 

organizational structure, state and local agency responsibilities, key points of contact, program 

requirements and management. This manual is a supplement to the DC CSFP State Plan.   

2. PROGRAM OVERVIEW 
 

The District of Columbia Department of Health Mission Statement 

The District of Columbia Department of Health (DC Health) promotes health, wellness and 

equity across the District and protects the safety of residents, visitors, and those doing business 

in the nation’s Capital.   

 

Summary of DC Health Services 

The Department of Health provides programs and services with the goal of reducing the burden 

of disease and improving opportunities for health and well-being for all District residents and 

visitors. DC Health does this through a number of strategies that center around the following 

priorities: 

1. Promoting a Culture of Health & Wellness;  

2. Addressing Social Determinants of Health;  

3. Strengthening Public-Private Partnerships;  

4. Closing the Chasm between Clinical Medicine and Public Health; and  

5. Implementing Data Driven and Outcome Oriented Approaches to Program & Policy       

Development           

Health Equity in the District of Columbia 

Health equity is defined by the World Health Organization as the "attainment of the highest level 

of health for all people.”  Health inequity is an economic and a social justice reality that exists in 

the District of Columbia. Health inequities result in lower quality of healthcare, disparate health 

outcomes for minority racial/ethnic populations and people with low socioeconomic status, 

increased direct and indirect healthcare costs, and decreased workforce productivity.  

In keeping with a Health in All Policies (HiAP) approach, DC Health continues to collaborate 

with a wide range of partners such as hospitals, community health centers, land use/planning 

agencies, state and independent advisory bodies, housing agencies, transportation agencies, 

schools, food agencies, parks and recreation, law enforcement, and the state Medicaid agency 

to carry out its mission. 
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Commodity Supplemental Food Program in the District of Columbia  

DC Health serves as the State Agency for the administration of the DC Commodity 

Supplemental Food Program (CSFP) and ensures that the Program complies with all provisions 

of 7 CFR Part 247 and with the provisions of 7 CFR Part 250 as applicable. CSFP is a 

comprehensive nutrition and wellness program whose goals align with those of the Age-Friendly 

DC initiative (AFDC) and the 2019-2022 District of Columbia State Plan on Aging (SPOA). This 

Operations Manual reflects recommendations made in the 2017 DC Health Systems Plan, the 

2018 Health Equity Report, and the State Plan. The State Plan aims to provide an approach 

focused on closing the food access gap for the aging population in the District ensuring that 

seniors have access to food and other services that meet their everyday needs. The three major 

priorities of DC CSFP are: 

1. Promote health and wellness among District seniors, targeting underserved 
geographical areas, homeless residents, and homebound seniors 

2. Implement an age-friendly food, nutrition and wellness program, in an equitable, 
sustainable way 

3. Positively impact food security among seniors living in the District  
 

AFDC, guided by the Age-Friendly DC 2023 Strategic Plan, promotes District-wide policies and 

procedures that make the District an easier place to grow older. Age-Friendly DC is focused on 

providing community support and health services by ensuring that the District encourages 

wellness and active aging through the attainment of exceptional health outcomes. The SPOA 

will evaluate and identify potential areas of improvement in the delivery of services for the aging 

population by partnering with government agencies and local wellness programing within the 

District.  DC CSFP goals are aligned with the District’s goal to promote a stronger sense of 

physical, mental, and financial security among seniors as they grow older through lifelong health 

and security initiatives. CSFP, AFDC and SPOA initiatives include current partnerships with the 

Supplemental Nutrition Assistance Program Education (SNAP-Ed), Senior Wellness Centers, 

and other government agencies throughout the District.  

This Operations Manual shares DC Health priorities related to its senior population, key 

partnerships critical to helping residents age in place, and strategies for administering the 

Commodity Supplemental Food Program.  The Operations Manual also highlights major 

program policies and procedures and provides details about how the program is implemented. 

Lastly, the Operations Manual includes both the Nutrition Education Plan (NEP) and the 

Caseload Management/Outreach Plan.   

The District of Columbia Commodity Supplemental Food Program is administered by the DC 

Health’s Community Health Administration (CHA), specifically the Nutrition and Physical Fitness 

Bureau (NPFB).  Using a collective impact approach, the NPFB coordinates efforts with public 

and private partners to promote healthy behaviors and environments that improve health 

outcomes and reduce disparities in the leading causes of mortality and morbidity in the District. 

CHA and NPFB focus on nutrition and physical fitness promotion; cancer and chronic disease 

prevention and control; access to quality health care services, particularly medical and dental 

homes; and the health of families and individuals across the lifespan.   

CHA’s approach targets behavioral, clinical, and social determinants of health through 

evidence-based, data-informed programs, policy, and system level interventions. The DC 

Commodity Supplemental Food Program State Agency (State Agency) aims to address social 
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determinants of health through its work with partners and stakeholders to provide the full range 

of CSFP services.    

CSFP benefits include nutritious supplemental foods, nutrition education and referrals to health 

care, social service, and other community providers offering services for seniors.  Health 

behaviors, such as food choices, are often shaped by environments and policies that originate 

outside of the public health sector.  Therefore, addressing behavior change requires significant 

cross-sector collaboration. CSFP participation can also provide opportunities for social 

interaction, important to overall health and wellness for seniors. 

Key Partnerships 

The Nutrition and Physical Fitness Bureau continues to rely on multi-sector collaborations with 

its partners in senior wellness to promote CSFP utilization and to address barriers to program 

participation.  These partners include the DC Department of Aging and Community Living 

(DACL), the Department of Parks and Recreation (DPR), the Office of Planning (OP), and the 

University of the District of Columbia (UDC).  Partners in healthcare include AmeriHealth 

Caritas, Unity Health Care, Community of Hope and Medical Home Comprehensive Care.  Non-

governmental community partners include the Capital Area Food Bank, Martha’s Table, Share 

Our Strength, Food and Friends, DC Central Kitchen, DC Hunger Solutions, DC Greens, the 

American Heart Association, and the DC Farmers’ Market Collaborative. 

These partners have joined DC Health in its efforts to improve healthful food access to all 

residents, particularly seniors.  They collaborate closely with the NPFB on its locally funded 

Equitable Food Access Initiatives (EFAI) including the Produce Plus Program (PPP), Healthy 

Corners Stores Partnerships, Medically Tailored Home Delivered Meals for chronically ill 

residents, and the Joyful Food Markets (JFM).   

Produce Incentive Program funded through the District’s Budget Support Act (BSA) and 

administered by FRESHFARM Markets, the Produce Incentive Program (known as Produce 

Plus) provides vouchers to District residents participating in Medicaid, TANF, SNAP, QMB, WIC, 

SSI Disability, and/or Grocery Plus to purchase locally grown, fresh produce from farmer’s 

markets in areas with limited access to healthy food.   

Medically Tailored Home Delivered Meals funded through the District’s Budget Support Act 

(BSA) and administered by Food and Friends, delivers medically tailored meals to homebound 

patients with cancer, diabetes, and other medical conditions, and their caregivers.  

The Healthy Corner Stores Program funded through the Districts Budget Support Act (BSA) 

and administered by DC Central Kitchen, delivers fresh produce and minimally processed 

healthy food at or below cost to small independent stores in Wards 1, 4, 5, 6, 7, and 8, as well 

as provides SNAP Matching incentives to participants who use benefits to purchase healthy 

food.  

School Based Nutrition Markets funded through the District’s Budget Support Act (BSA) and 

administered by Martha’s Table’s Joyful Food Markets provide pop-up monthly markets at 53 

elementary schools in Wards 7 and 8. School families are able to shop at no cost for a variety of 

produce and pantry staples. Every child receives a 15-pound bag of groceries, 70% of which is 

fresh produce.  
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3. ORGANIZATIONAL STRUCTURE 
Reference: 7 CFR §247.3(a) 
Citation: CSFP is administered at the Federal level by the Department’s Food and 

Nutrition Service (FNS) which provides commodities, assigns caseload, and 
allocates administrative funds to State agencies. State agencies are responsible 
for administering the program at the state level. The State agency may select 
local agencies to administer the program in local areas of the state. The State 
agency must provide guidance to local agencies on all aspects of program 
operations. The state agency may also select subdistribution agencies to 
distribute or store commodities or to perform other program functions on behalf of 
the State agency. Local or subdistribution agencies may also elect other 
agencies to perform specific program functions with the state agency’s approval. 
Although the State agency may select other organizations to perform specific 

activities, the State agency is ultimately responsible for all aspects of 
program administration. 

 
DC Health is the administering agency that operates the Commodity Supplemental Food 
Program (CSFP) in the District of Columbia. The Capital Area Food Bank (CAFB), a local 
nonprofit organization, is the Local Agency (LA) authorized to provide CSFP services on 
behalf of the District of Columbia. Contact information for both organizations are listed 
below: 
 

A. State Agency Contact 
Jo-Ann Jolly 
State Agency CSFP Director 
DC Department of Health 
899 North Capitol Street, NE 
Community Health Administration, 3rd Floor  
Washington, DC 20002 
Phone: (202) 442-9140 
Website: https://doh.dc.gov/ 

 
Danita Banks 
State Agency CSFP Program Coordinator 
DC Department of Health 
899 North Capitol Street, NE 
Community Health Administration, 3rd Floor  
Washington, DC 20002 
Phone: (202) 442-4770 
Website: https://doh.dc.gov/ 

 

B. Local Agency Contact 
Marian Peele, Director, Grocery Plus (CSFP and SFMNP) 
Capital Area Food Bank (CAFB)  
4900 Puerto Rico Avenue, NE  
Washington, DC 20017 
Phone: (202) 644-9800 
Website: https://www.capitalareafoodbank.org/ 
 

C. Distribution Locations    
DC CSFP distribution takes place at over 71 locations in all eight wards of the city.  The 

main distribution site, East Capital Street Walk-in Center, is open Monday through Friday 

at 5601 East Capital Street, SE Washington, DC 20019.   

   

https://doh.dc.gov/
https://doh.dc.gov/
https://www.capitalareafoodbank.org/
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See Attachment B: DC CSFP Distribution Sites for a complete list of distribution sites.  

All distribution sites are under the jurisdiction of the Local Agency.    

 

4. PROGRAM MANAGEMENT AND ADMINISTRATION  
 

A. State and Local Agency Responsibilities 
Reference: 7 CFR §247.5 
Citation: The State agency may delegate some responsibilities to another agency; however, the 

State agency is ultimately responsible for all aspects of program administration. 

 
The State Agency: DC Health shall be responsible for the following:  

1. Implementing a State Plan that lists state level priorities and details how 
federal and local CSFP requirements will be met.  

2. Providing guidance and technical assistance to the Local Agency by way of 
State Plans, an operations manual, CFR and memoranda 

3. Selecting local agencies to administer the program throughout the state;  
4. Managing caseload through a variety of practice and evidence based 

strategies.  
5. Establishing a financial management system that accurately tracks funds 

received for program administration;  
6. Enforcing inventory protection requirements for the determination of 

insurance as clarified in FNS Policy FD-139 Clarification on Inventory 
Protection Requirements; 

7. Establishing eligibility guidelines in accordance with Federal regulations;  
8. Establishing procedures to monitor for dual participation;  
9. Providing participants with nutrition education and information regarding other 

public health assistance programs;  
10. Establishing appeal and fair hearings procedures for local agencies and 

program participants;   
11. Establishing standards for the pursuit of claims against participants;  
12. Ensuring that program participation does not exceed the monthly caseload 

allocation;  
13. Participating in USDA/FNS training regarding proper ordering processes; 
14. Conducting announced or unannounced visits to the  Local Agency and 

distribution sites to monitor for adherence to program regulations; 
15. Conducting biennial (every two years) administrative reviews of Local Agency 

programmatic activities including competency based training, caseload 
management, participant certification and notification procedures, nutrition 
education, outreach, recordkeeping and civil rights compliance. 

16.  Conducting biennial (every two years) reviews of Local Agency USDA Foods 
management procedures including ordering, inventory, food safety and 
insurance.  

 

The Local Agency: Capital Area Food Bank shall be responsible for the following: 

1. Conducting the full range of certification and distribution services as outlined 
in regulations, policies and procedures, and memoranda. 

2. Determining an applicant’s eligibility in accordance with Federal regulations;  
3. Ensuring that participation does not exceed monthly caseload;  



 

Page 26 of 64 DC CSFP State Plan  
 

4. Providing culturally and linguistically appropriate nutrition education and 
information regarding other public health assistance programs;  

5. Conducting the full range of responsibilities related to USDA Foods ordering, 
receiving, storing, food safety insurance, and distribution. 

6. Safeguarding CSFP commodities from theft, spoilage, damage, destruction or 
other loss; 

7. Conducting physical inventories of product received from the USDA and 
maintaining inventories as required by CSFP regulations; 

8. Maintaining warehouseman’s legal liability insurance in an amount adequate 
to cover any losses arising from its failure to exercise reasonable care and 
responsibility required by law and imposed by contract including but, not 
limited to, spoilage and failure to rotate stock – per FNS Policy FD-139 
Clarification on Inventory Protection Requirements; 

9. Conducting physical inventories of product received from the USDA and 
maintaining inventories as required by CSFP regulations. 

10. Meeting all reporting requirements.  

5. PARTICIPANT ELIGIBILITY REQUIREMENTS 
Reference:  7 CFR §247.5  

Citation:  The State agency may delegate some responsibilities to another agency; 

however, the State agency is ultimately responsible for all aspects of program 

administration. 

A. Age  
As of November 3, 2017, the DC CSFP is only serving eligible seniors.  Senior citizens 
enrolled to participate in the DC Commodity Supplemental Food Program shall be not 
less than 60 years of age.  
 

B. Food Program Income Guidelines 
Program regulations at 7 CFR Part 247.9(c) require that elderly persons have 
household income at or below 130 percent of the Poverty Guidelines to be eligible for 
CSFP. See Attachment C: Current Year Income Guidelines. 

C. Residency  
Reference: 7 CFR §247.9(a) 

Older Adults enrolled to participant in the DC Commodity Supplemental Food Program 
shall be residents of the District of Columbia. 
 

D. Documentation of Age, Income, and Residency 
All residents applying for DC CSFP provide proof of age, income**, and residency by 

presenting at least one of the following documents in each category. To decrease the 

burden associated with program participation, the District allows applicants to self-

declare income**.  See Attachment D: Acceptable Sources of Documentation of Age, 

Income, and Residency for a more exhaustive list. 

Proof of Age Proof of Income** Proof of Residency 

Driver’s License(valid) Social Security Payments Bill with current address 
(medical, cable, credit card, 
utility bill) 

Birth Certificate Pensions/Veteran’s Payments Bank account statement 

Passport/Visa Earning Statement Current paystub 
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State ID SNAP household certificate Current SSI check 

 

E. Nutritional Risk Criteria 
Reference: 7 CFR §247.6(3) 

The DC CSFP does not evaluate nutrition risk as a criterion for CSFP.  

 

F. Reports and Recordkeeping 
Reference:  7 CFR §247.29 

Citation:  The State Agency is responsible for maintaining accurate and complete records for all 

aspects of the CSFP. Monthly reports must be completed and submitted to the USDA 

within specified time frames. 

  

The State Agency and Local Agency shall maintain accurate and complete financial and 

administrative records pertaining to all CSFP functions for three years from the close of 

the fiscal year to which they pertain, or longer, if the records are related to unresolved 

claims, actions, audits, or investigations. 

 

DC Health is required to submit the following reports to USDA within specified time 

frames: 

 

1. Monthly CSFP Report and Quarterly Administrative Financial Status Report 
(FNS-153); 

2. Annual Financial Status Report (SF-425);  
3. Annual Racial/Ethnic Group Participation Report (FNS-191). 

 

6.          DISTRIBUTION SITE REQUIREMENTS 
Reference: §247.10  

Citation:   The requirements for distributing commodities to eligible CSFP participants and the 

methods used to accomplish this task. 

 

A. Distribution Site Agreements 
Local Agency CSFP staff are responsible for identifying and entering into annual 

agreements with all community and residential sites.  The Local Agency provides the 

names, addresses, and distribution information for each site to DC Health.  New sites 

are recruited based on program need, volunteer capacity, accessibility to participants, 

and accessibility for deliveries of food boxes. All new sites are required to comply with A, 

B, C, D, E, and F of this section. 

 

Each distribution site receiving commodities for distribution is responsible for any loss 

resulting from improper distribution, or improper storage, care, or handling of 

commodities. Each agency receiving program funds is responsible for any misuse of 

program funds. 
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B. Distribution and Use of CSFP Commodities 
The monthly CSFP food package (box) shall be pre-determined according to established 

FNS food packaging guidelines. The Local Agency shall ensure that the distribution sites 

distribute only one box of commodities to each participant on a monthly basis.  

Participants shall receive the food box by self-pick-up or home delivery.  All participants 

or their proxies shall present valid identification before receiving their box.  

 

In order to make CSFP accessible to eligible individuals who are physically unable to 

pick up their benefits, distribution sites shall be required to promote the use of proxies or 

arrange home delivery to the extent that resources permit.  

 

 

See Attachments E and F: USDA Foods Available List (D) and CSFP Maximum 

Monthly Distribution Rates (E) 

 

C. Waitlists 
DC CSFP will serve up to the maximum assigned caseload.  Once the assigned 

maximum CSFP caseload has been reached, additional applicants shall be placed on a 

waiting list.  The waiting list shall include the name, address, and telephone number of 

the applicant, as well as the date of the initial application, and the date the applicant was 

notified of waiting list status. The Local Agency shall notify eligible applicants within 10 

calendar days of their request for benefits.  The Local Agency shall maintain the waiting 

list. When caseload space becomes available, the Local Agency shall contact eligible 

applicants in priority order based on date of application. 

 

D. Civil Rights  
Reference:  §247.37 (a)  

Citation:  State and local agencies must comply with the requirements of Title VI of the Civil Right 
Act of 1964, Title IX of the Education Amendments of 1972, the Age Discrimination Act of 
1975; and titles II and III of the Americans with Disabilities Act of 1990. State and local 
agencies must also comply with the Department’s regulations on non-discrimination and 
with the provisions of FNS Instruction 113-21, and the 7CFR Part 15 including racial and 
ethnic participation data and public notification of non-discrimination policy. 

 

The certification form shall include a section where the applicant can indicate a self-

identified racial/ethnic category which shall be kept on file for all participants.  

The Local Agency shall display USDA “And Justice for All” posters, or a USDA approved 

substitute, in Local Agency distribution sites. The Local Agency shall supply USDA “And 

Justice for All” posters or a USDA-approved substitute at CSFP nutrition education 

activity sites or food warehouses. Nondiscrimination statements and civil rights 

complaint procedures shall be included in any CSFP vendor contracts, brochures, 

newsletters, posters, media announcements, and application or certification forms to be 

signed by participants. Where a significant portion of CSFP-eligible population is 

comprised of non-English speaking or Limited-English speaking persons, the Local 

Agency shall ensure that program information is made available in the appropriate 

language, either orally or in writing. 
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The Local Agency shall ensure that individuals associated with CSFP operations are 

informed regarding civil rights procedures.  Any complaint received by the Local Agency, 

State Agency, or distributing agencies alleging discrimination based on race, color, 

national origin, age, sex, or disability shall be documented and reported immediately to 

the FNS Civil Rights Division at the Mid-Atlantic Regional Office within five (5) callendar 

days of receipt.  

 

Civil rights activities of participating agencies shall be reviewed at least once a year by 

the Local Agency as part of the CSFP management review process. This review shall 

include confirmation that “And Justice for ALL” posters are displayed, and that the civil 

rights policy and discrimination complaint process appears in any public 

announcements, newsletters, posters, brochures, or other media used to provide CSFP 

information to the public.  

 

Where applicable, the civil rights compliance review, and all CSFP program reviews, 

shall determine if appropriate bilingual staff, volunteers or other translation resources are 

available to serve applicants and participants, and that rights and responsibilities on the 

certification form are read to or by applicants and participants in the appropriate 

language. The State Agency shall review racial/ethnic enrollment data, denied 

applications, waiting lists, complaint reports and participant surveys to ensure that their 

intake staff operates in a nondiscriminatory manner. The State Agency has the right to 

investigate or review the Local Agency documentation upon request to determine if it is 

meeting the requirements of the CSFP and the State Plan. 

 

Program participants may address a complaint concerning program operations and 

program staff to the Local Agency, in person, in writing, or by telephone. Contact 

numbers shall be  included on program information distributed to participants upon 

enrollment and re-certification. In addition, the USDA toll-free number shall be provided 

to participants should they wish to make a direct complaint. Individuals shall be advised 

of any actions that may be taken to resolve the stated problems.   

 

Complaint forms shall be available on request. Oral complaints shall be accepted and 

shall be recorded on the complaint forms by the CSFP organization receiving the 

complaint. All  complaints shall be forwarded to the FNS Civil Rights Division at the Mid-

Atlantic Regional Office within five (5) calendar days of receipt.  

 

E. Civil Rights Pre-Award Review 
Distribution sites must undergo a pre-award civil rights review to qualify as a distribution 

site in the CSFP. The distribution site shall submit a written assurance that the program 

or facility shall operate in compliance with all civil rights laws implementing 

nondiscrimination regulations. CSFP staff shall conduct a pre-award review of all 

potential distribution organizations to ensure compliance with USDA civil rights laws, 

regulations, and guidance. The Local Agency shall submit the pre-award desk review to 

the State Agency for review and approval before the first distribution using the 

questionnaire provided by FNS.    

 

F. Civil Rights Training 
All CSFP staff are required to attend a mandatory USDA civil rights training before 

distributing food to any participant. The State Agency is responsible for training sub-
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recipient agencies on an annual basis. The CAFB is responsible for training their local 

sites, including front-line staff who interact with applicants or participants on an annual 

basis. 

 

New employees and volunteers shall receive civil rights training before participating in 

CSFP activities. All trainings shall be documented with an agenda, copies of handouts 

and a dated sign-in sheet with printed (hand written or computer generated) names and 

signatures.  

 

G. USDA Non-Discrimination Statement 
All CSFP State, Local, and distribution locations shall post the following statement:  

In accordance with Federal civil rights laws and U.S. Department of Agriculture (USDA) 

civil rights regulations and policies, the USDA, its Agencies, offices, and employees, and 

institutions participating in or administering USDA programs are prohibited from 

discriminating based on race, color, national origin, sex, disability, age, or reprisal or 

retaliation for prior civil rights activity in any program or activity conducted or funded by 

the USDA.   

Persons with disabilities who require alternative means of communication for program 

information (e.g. Braille, large print, audiotape, American Sign Language, etc.), should 

contact the Agency (State or local) where they applied for benefits.  Individuals who are 

deaf, hard of hearing or have speech disabilities may contact USDA through the Federal 

Relay Service at (800) 877-8339.  Additionally, program information may be made 

available in languages other than English. 

To file a program complaint of discrimination, complete the USDA Program 

Discrimination Complaint Form, (AD-3027) found online at: 

http://www.ascr.usda.gov/complaint_filing_cust.html, 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 (866) 632-9992. 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 Independence Avenue, SW  
Washington, D.C. 20250-9410;  
 

(2)  Fax: (202) 690-7442; or  

(3)  Email: program.intake@usda.gov. 

This institution is an equal opportunity provider. 

 

H. Internal Revenue Service (IRS) Nonprofit Status Verification 
In accordance with FNS Policy Memorandum FD-118 (FD-118), nonprofit agencies shall 
have a tax-exempt status under the Internal Revenue Service Code (IRC). The State 
Agency shall check the non-profit status of the Local Agency no less than annually to 
ensure that the Local Agency remains eligible to participate in the CSFP. 
 

http://www.ocio.usda.gov/sites/default/files/docs/2012/Complain_combined_6_8_12.pdf
http://www.ocio.usda.gov/sites/default/files/docs/2012/Complain_combined_6_8_12.pdf
http://www.ascr.usda.gov/complaint_filing_cust.html
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The Local Agency is required to complete the Tax Exempt Verification check and 
complete the Tax Exempt Verification Sheet annually by August 1st for all nonprofit 
organizations or before they begin distributing food in the CSFP. As new stations come 
online, the Local Agency is required to update the verification sheet, attach 
documentation of the sub-distributing organization’s tax-exempt status, and submit 
documentation to the State Agency for review and approval by September 15th of each 
year. 
 
If any nonprofit organizations are found to be ineligible, the Local Agency shall notify the 
State Agency and follow the instructions in FD-118.  

 

I. Operating Hours for CSFP  
CSFP certification and distribution shall take place at the East Capitol Walk-In Center 
and all community and residential distribution sites. The East Capitol Walk-In Center 
shall operate from 8:30 a.m. - 12:00 p.m. on Mondays, and 8:30 a.m. – 4:00 p.m. 
Tuesday through Friday. The Capital Area Food Bank (CAFB) location** is the main 
location for CAFB CSFP staff that support and monitor the walk-in center and community 
and residential sites.  The site also houses the CSFP inventory.  
 
 
 
 

**Capital Area Food Bank 

4900 Puerto Rico Ave NE 

Washington, DC 20017 

 
Community and residential sites operate CSFP on a part-time basis and shall establish 
regular hours of operation. Sites are required to submit requests to change distribution 
dates and times at least 15 business days in advance of the change.  This will allow 
sufficient time to notify participants of the pending change.  Sites requesting to make 
changes will need to submit documentation of how and when current participants will be 
notified. The Local Agency may add new sites throughout the operational year at the 
discretion of the Local Agency based on a needs assessment (NA) and available 
funding. The Local Agency shall provide details of the NA to the SA upon request.     

 

J. Timely Submission of Applications 

Distribution site coordinators shall submit all CSFP enrollment applications to the Local 
Agency upon receipt to allow for a determination of eligibility to be made within 10 
calendar days of the date of the application.  The Local Agency shall follow all applicable 
CSFP regulations regarding notification of ineligibility and wait listing.  

  

K. Beneficiaries Receiving TEFAP and CSFP Benefits from Religious Organizations 
In reference to FNS Policy FD-138, beneficiaries receiving benefits from religious 

organizations shall be informed of their rights to referrals to receive benefits at non-faith 

based sites.  The Local Agency shall be responsible for ensuring that notification is 

provided at the time of certification and then on an ongoing basis.    

 



 

Page 32 of 64 DC CSFP State Plan  
 

7. PARTICIPANT CERTIFICATION  
Reference:  §247.8 - 247.9, 247.13, 247.15  

Citation:   Eligibility for CSFP participation will be determined based on Federal regulations 

governing the Program and upon completion of a certification form developed by the State 

agency and approved by Food Nutrition Service Regional Office (FNSRO). 

A. Annual Certification 
Currently, eligible elderly residents are certified annually in May. Based on guidelines 
issued in 2019, to be implemented in Fiscal Year 2020 and 2021, the DC CSFP 
certification period will be extended to three years.  Applicants shall meet all eligibility 
criteria at the time of certification before benefits can be issued. During certification, 
Local Agency staff shall inform the applicant that the CSFP applies program standards 
without discrimination by race, color, national origin, age, sex, or disability. 
 
Beginning in Janaury 2022, all DC CSFP sites except the East Capitol Walk-In Center 

will be moved to a rolling enrollment. CAFB will conduct a training for all site leaders 

prior to the new process being implemented. Re-enrollment and re-certification will be 

conducted based on the date the participant was orginally enrolled. CAFB staff will be 

assigned to each site to ensure the process is completed. CAFB will conduct periodic 

audits to ensure sites remain in compliance.  

 
Applicants and recertifying participants shall be advised verbally and in writing by Local 
Agency staff of their rights, obligations and the fair hearings process.  Participants are 
required to sign the application/certification form confirming that they been advised.   
 
The Local Agency is responsible for documenting all applications received as having 

been reviewed, the date reviewed and whether the applicant was approved, denied, or 

waitlisted. CSFP distribution staff shall submit all applications to the Local Agency within 

three (3) calendar days of receipt of the application.  CSFP staff enter application 

information into the management information system database, and the individuals are 

designated as either a participant or a participant-waitlisted, depending on availability of 

the case load at the site in which they enrolled.   

 

Once the information is completed and confirmed, a determination of eligibility is made 
based on the criteria provided and in compliance with CSFP regulations.  Patrons 
(applicants) are notified of eligibility/ineligibility within 10 calendar days of the date of 
application. Applicants determined to be ineligible are notified in writing. The notice of 
ineligibility statement shall inform the applicant of his/her right to a fair hearing to appeal 
the decision.  
 
Certification periods may not exceed three years in length. However, the Local Agency 
will perform a yearly review to confirm that the participant: 
 

1. Has an unchanged address, 
2. Still wishes to take part in the program 

 

B. Notification of the Expiration of Certification Period 
The Local Agency shall notify participants in writing at least fifteen (15) calendar days 
before the expiration date that eligibility for CSFP is about to expire. The notification of 
expiration shall include the required statement that informs the participant that CSFP 
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applies program standards without discrimination by race, color, national origin, age, 
sex, or disability.  Additionally, the notification will advise of steps that the senior can 
take to recertify.   

 

C. Certification When a Participant Moves from One CSFP Site to Another  
Local Agency staff follow the verification of certification procedure when certifying 
participants who move from one CSFP area to another.  This includes verifying that the 
certification has not expired (per 7 CFR 247.16(c)).  In the instance that the participant is 
moving in state, the Local Agency team will follow protocols that involve transferring 
information from one site to another.  In the instance that the participant is moving out of 
state or is moving in state from another jurisdiction, the Local Agency will make every 
effort to contact the jurisdiction and verify the certification and secure the required 
information.  
 
Transferring participants are given the opportunity to continue to receive CSFP benefits 
for the duration of the certification period based on the following process:  
 

A. The distribution site that determined the participant's eligibility must provide 
verification of the expiration date of the certification period to the participant upon 
request. 
 

B. If the Local Agency has a waiting list, the participant shall be placed on the 
distribution site waiting list ahead of all other waiting applicants.  

 

D. Eligibility Determination 
CSFP staff shall notify applicants in writing of the results of the eligibility determination 
within ten (10) calendar days from the receipt of their application by the Local Agency.  If 
the applicant is eligible, and the application is received close to the site’s next 
distribution date, staff are permitted to notify the participant via phone call, email or text.     
 
If the applicant is ineligible, the notification shall identify the eligibility requirement(s) that 
the applicant did not meet.  The notification also informs the applicant of his/her right to a 
fair hearing to appeal the ineligibility determination. The Local Agency shall provide 
every ineligible applicant with referral information on how to access other local food 
assistance resources.   

 

E. The Use of Proxies 
CSFP participants may designate up to two proxies on their CSFP enrollment form to 

collect their CSFP box in their absence. Each proxy’s name shall appear on the monthly 

roster next to the participant’s name indicating that they may collect the CSFP box.  

Proxies shall give the name of the participants they are picking up the CSFP box for, and 

provide a valid photo ID.  If a participant did not designate a proxy on their enrollment 

form, a temporary proxy may collect the CSFP box if the proxy provides their valid photo 

ID and the valid photo ID of the CSFP participant.  A participant may change or update 

their designated proxy by speaking with a CSFP staff member, who shall document the 

change in proxy. 

CSFP staff shall inform all proxies that Federal regulations require that CSFP food be 

used by the participant only and may not be sold, traded or used by another. 
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F. Standards to Determine the Cost-Effectiveness of a Claim against a Participant 
The State Agency has established the following cost effective standard: 

The pursuit of a claim against a participant to recover the value of CSFP commodities 
improperly received or used is cost effective when the participant has violated the policy 
for six months or longer (the certification period) or exceeded $300, which is the average 
retail value per month over a six-month period of a food package. The Local Agency is 
required to use this standard in determining if a claim is to be pursued and to pursue 
claims in accordance with 7 CFR, Part 247.30 and applicable State Agency policies and 
procedures. 
 
The dollar amount not to be exceeded will be evaluated once every three years.  
 
 
  

8. CASELOAD MANAGEMENT AND OUTREACH PLAN 
Reference:  §247.6 (c)(5) 
Citation:   Develop and implement a process by which the State and local agencies partner 

with organizations within the community to educate the targeted population about 
the CSFP. 

 
Outreach, community engagement, the use of waiting lists and proxies, along with 
strategic partnership building form a cornerstone of DC CSFP caseload management 
planning. It is a way of conducting business to ensure that eligible seniors, their families, 
along with public and private partners are made aware of, understand, and have a 
working knowledge of CSFP and the benefits of participation.  Intentional, results based, 
outreach driven data and evidence-based strategies will ensure that program resources 
are equitable, accessible, and utilized to fully serve the annual authorized caseload.   
 

The State Agency and Local Agency partners continue to serve elderly populations 
primarily with the help of the DC Department of Aging and Community Living (DACL) 
Senior Service Network and other partner organizations in the District to educate seniors 
about its nutrition programs including the Commodity Supplemental Food Program.  
 
Monthly monitoring of site participation and other performance indicators will occur in 

order to inform and implement approved caseload management strategies, particularly 

when participation falls below 98%. The State Agency will solicit and evaluate annual 

feedback to evaluate CSFP menu, hours of operation, distribution location, and 

customer service.  

 

A. Outreach Strategies for Home Bound Seniors 
The CSFP State Agency will work with all of its partners to identify seniors that are 

eligible for the home delivery program. This will consist of targeting current home bound 

seniors in the District, maintaining active partnerships with community-based 

organizations, and establishing a referral network throughout the District.  Local Agency 

partners will prioritize home bound senior CSFP delivery as part of its caseload 

management strategy. 

 

 

9. DUAL PARTICIPATION PREVENTION 
Reference:  §247.19  
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Citation:  The State agency and local agencies are responsible for monitoring 
CSFP to prevent dual participation. 

 

A. Detecting Dual Participation at Enrollment 
Dual participation is strictly prohibited. The State Agency has the responsibility to 
monitor Local Agency efforts to prevent dual participation. The Local Agency is 
responsible for ensuring that all applicants and participants are aware that dual 
participation is prohibited and for providing written materials advising of the penalty for 
doing so.  
 
The Local Agency is required to use an automated management information system(s) 
(MIS) to manage relevant aspects of CSFP including participation and to take 
appropriate action when dual participation is discovered.  That action will include 
advising the participant of the violation and imposing the appropriate penalty.  
 
The Local Agency will review its participant records on a quarterly basis and provide a 
report to the State Agency of its findings related to dual participation and any action 
taken.   

 

B. Detecting Dual Participation during Distribution 
The Local Agency is required to implement procedures to prevent and detect dual 

participation.  This includes implementing standard operating procedures during food 

package distribution.  Steps to reduce dual participation include requiring identification 

from the participant or proxy during every pickup and securing a signature for each 

package distributed.     

CSFP staff shall advise participants at all distribution events that they may not receive 

more than one CSFP food package (box) per month and may not register at more than 

one distribution site. 

C. Methods Used to Inform Applicants of the Illegality of Dual Participation  
During the certification, re-certification and distribution processes, participants and 

proxies receive verbal and written notification of prohibitions on dual participation. 

Participants and applicants receive written notification and are verbally advised of the 

illegality of dual participation when they pick up CSFP food packages (boxes). 

10. NOTIFICATION OF DISCONTINUANCE OF PARTICIPATION 
Reference:  §247.12, 247.17  

Citation:  The local agency is responsible for notifying an applicant/participant when 

benefits are denied or discontinued due to fraudulence, ineligibility, or lack of 

commodities. 

When presented with evidence that a participant is no longer eligible for CSFP benefits 

or if there is evidence that the applicant, participant, caretaker, or proxy fraudulently 

applied for or received program benefits, the participant may be disqualified from the 

CSFP for a period of up to one year unless the Local Agency determines the 

disqualification would result in a serious health risk When being notified of 

discontinuation, participants shall receive: 

1. a written notification of discontinuance of participation  
2. notification of their right to receive a fair hearing to appeal a disqualification 

determination 
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The notice shall inform the participant that program standards are applied without 

discrimination by race, color, national origin, age, sex, or disability.  

If a participant is no longer eligible to receive CSFP commodities, the Local Agency shall 

provide the participant with written notification of discontinuance at least 15 calendar 

days before the effective date of discontinuance. The written statement shall also 

contain information on the participant’s right to a fair hearing to appeal this decision.  

The Local Agency will review its participant records on a quarterly basis and provide a 

report to the State Agency listing all participants served with a notification of 

discontinuance of participation.   

11. PARTICIPANT RIGHTS & RESPONSIBILITIES 
 

A. USDA Participants Rights and Responsibilities 
Each individual who completes a CSFP application shall receive a document that details, 
at a minimum, the United States Department of Agriculture (USDA) Participant’s Rights 
and Responsibilities, CSFP program rules, and information regarding current waitlists and 
fair hearings.  Site leaders shall provide this information orally if needed or requested.  
 
Participants are to be advised that:   
 

1. Federal regulations require that CSFP foods be used by the participant only and 
may not be sold, traded or used by another person. 

2. Participants cannot receive more than one box each month. They also cannot sell 
commodities or exchange them for other food. Doing so could result in 
disqualification from the program or a claim brought against him/her for the cost of 
the products. 

3. Participants shall report changes to household size and/or income within 10 
calendar days of the change occurring. 

4. Participants shall enroll in the CSFP by completing an application every three 
years, and verifying continued interest in the program. on an annual basis. Failing 
to complete an application or to recertify is cause for removal from the program. 

5. Participants shall present a valid ID and sign the roster each month when picking-
up CSFP benefits. 

6. Participants may be removed from the CSFP for threatening or engaging in verbal 
or physical abuse.   
 
 

Additional responsibilities for CSFP staff: 
7. CSFP staff shall notify applicants in writing if CSFP determines that an applicant is 

ineligible, and when a applicant is terminated from the program. If this happens, 
applicants are advised in writing that they have the right to appeal this decision 
and request a fair hearing. 

8. CSFP staff provides written nutrition education materials every month along with 
referral information about additional community resources.  

 

B. Fair Hearings 
Reference:  §247.33  

Citation:  A process by which CSFP applicants/participants can appeal an adverse action which 

results in the denial or loss of benefits. 
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Individuals seeking continued benefits may request a fair hearing within 60 calendar days 
of the date of the notice of termination. Any participant denied benefits at recertification 
time or found ineligible during the recertification period and who requests a fair hearing 
within 15 calendar days of notice of termination shall continue to receive benefits until a 
hearing official reaches a decision or the certification period expires, whichever comes 
first.  An applicant who is denied benefits at the time of certification shall not receive 
benefits before a hearing official makes a determination. 
 
Conduct for the fair hearing, including all notifications is the responsibility of the Local 
Agency. The Local Agency shall establish clear, simple rules and procedures regarding 
the fair hearings process. The Local Agency shall notify CSFP participants/applicants of 
denial of benefits in writing. The letter shall outline information needed for a fair hearing 
and define the rights and responsibilities of all parties involved.  All fair hearings shall be 
conducted by an impartial official who does not have any personal stake or involvement 
in the decision and who was not directly involved with the initial determination. 
 
The Hearing Officer shall: 

 

1. Ensure that hearings are scheduled within three weeks of the date the initial 
request is received in the district office;  

2. Provide written notice of the place and time of the hearing at least 10 calendar 
days before the hearing date and include the rules of procedure for the hearing;  

3. Ensure all relevant issues are considered;  
4. Administer oaths of affirmations as required by the State;  
5. Request and receive all evidence determined necessary for the hearing;  
6. Regulate the conduct and course of the hearing consistent with due process;  
7. Order, where relevant and necessary, an independent medical assessment or 

professional evaluation from a source mutually satisfactory to the appellant and 
OMB;  

8. Render a decision which shall resolve the dispute within 45 calendar days of the 
initial request for a hearing.  

9. Once a decision has been reached, written notification shall be sent to the 
individual explaining the reasons for the decision. If the Hearing Officer rules in 
favor of the participant, then benefits shall continue as scheduled. If the hearing 
decision is in favor of an applicant who was denied benefits, receipt of 
commodities shall begin within 45 calendar days from the date that the hearing 
was requested as long as the applicant is still eligible. If the hearing decision is 
against the participant, benefits shall be discontinued immediately and not later 
than the next scheduled distribution date.  

 
A request for a fair hearing may be denied for the following reasons:  

1. The request is not received within 60 calendars days from the date the Local 
Agency office mails or gives the participant/applicant the notice of adverse action;  

2. The request is withdrawn by the appellant or representative in writing;  
3. The appellant fails to appear at the hearing without good cause.  

 

C. Standards to Determine the Cost-Effectiveness of a Claim Against a Participant  
The State Agency has established the following cost effective standard: 

 

The pursuit of a claim against a participant to recover the value of CSFP commodities 

improperly received or used is cost effective when the participant has violated policy for 
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six months or longer (the certification period) or exceeded $300, which is the average 

retail value per month over a six-month period of a food package (box). The Local 

Agency is required to use this standard in determining if a claim is to be pursued and to 

pursue claims in accordance with 7 CFR, Part 247.30 and applicable State Agency 
policies and procedures.  

The Local Agency will review records related to claims against participant provide a 

report to the State Agency noting any action taken.   

 

 

12. CASE LOAD JUSTIFICATION INCREASE 
Reference: §247.6(c)(4) 

 
The District of Columbia Department of Health submits its request for a caseload 
increase based on need. Requests will include a needs assessment, a case 
management and outreach plan update, and performance on key indicators.    

 

The State Agency and the Local Agency work together to implement program changes 
and enhancements to increase participation by: 

1. Using data informed and evidence based strategies;   
2. Performing direct outreach activities at distribution sites with declining 

participant loads; 
3. Leveraging the waiting list and proxy policies to accommodate participant 

demand; and  
4. Integrating the program into existing, recognized community hubs including 

parks and recreation centers, senior wellness centers and senior congregate 
meal locations. 

 
Annually, the State Agency shall at a minimum: 
 

1. Review the LA caseload management achievements 
2. Conduct site visits at Local Agency certification and distribution sites to provide 

program oversight; 
3. Monitor assigned caseloads and participant retention rate on a monthly basis; 

and  
4. Assist the Local Agency with implementing the DC CSFP Caseload 

Management and Outreach Plan. 
 

13. NUTRITION EDUCATION PLAN 
Reference:  §247.18  

Citation:  The State agency shall create and implement a nutrition education plan in 

accordance with CSFP regulations. Evaluation procedures shall be established 

to allow participants to provide feedback as to the effectiveness of the plan. 

A. Nutrition Education Definition 
Nutrition Education is any combination of educational strategies, accompanied by 

environmental supports, designed to facilitate voluntary adoption of food choices and 

other food and nutrition related behaviors conducive to health and well-being. Nutrition 

education is delivered through multiple venues and involves activities at the individual, 

community, and policy levels.  CSFP nutrition education should be culturally sensitive 

and delivered by qualified nutrition educators.   
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B. Nutrition Education Plan 
The CSFP Nutrition Education Plan for the District of Columbia includes delivery of 

evidence-based, behavior focused curricula and activities that promote healthy eating 

and active lifestyles.  CSFP participants will take part in individual and group based 

direct education targeted to their specific ethnic and cultural characteristics. Nutrition 

education will be delivered by competent staff and volunteers from the Local Agency, the 

DC SNAP-Ed Program, and other providers.  The State Agency CSFP Director is 

responsible for providing guidance and facilitating training needed by Local Agency 

nutrition staff to deliver effective evidence-based nutrition education services to CSFP 

participants and will coordinate with DC Health nutrition educators. 

Group education classes will be supported with complementary educational tools 

including SNAP-Ed approved handouts and recipes that feature key health messages 

based on the Dietary Guidelines for Americans and targeted to the senior population.  

 

14. SYSTEM FOR STORING AND DISTRIBUTING COMMODITIES 
Reference: §247.6(c)(6); §250.12; and §250.14; 
 

A. Receiving 
USDA Foods are shipped directly to the Local Agency warehouse from the multi-food 
warehouse and commercial food manufacturers under USDA contract.  The State Agency 
approves all direct shipment requests submitted by the Local Agency into the Web-Based 
Supply Chain Management System (WBSCM) and monitors all multi-food shipment 
requests placed into WBSCM by the Local Agency. The Local Agency is responsible for 
the receipt and storage of commodities, keeping an accurate and up to date inventory of 
all foods, the preparation and distribution/delivery of the food packages, and maintaining 
food safety standards at all times.   
 
The Local Agency inventories USDA Foods received, and compares shipments received 
to the Bill of Landing. Differences in the product count or products listed are edited on the 
Bill of Landing and certified with a signature on the Bill of Landing. Staff enter inventory 
data into the Local Agency inventory management information system and the product is 
assigned a barcode that corresponds to its storage place in the Local Agency Distribution 
Center.  Staff document noticeable damage to the container when products are received.  
For reporting purposes, products are calculated out to the unit dependent on their 
packaging within a case. All receipting of USDA goods must be formally receipting within 
48 hours of receipt in WBSCM. Failure to do so, could lead into a formal corrective action.  
 

B. Packaging 
Distribution sites, under agreement with the Local Agency, assure that adequate care and 
security is provided for the food while in their possession. Food packages are stored in 
secured areas at each distribution site to safeguard from spoilage, infestation, fire and 
other losses. These storage areas may also be used to store the Emergency Food 
Assistance Program (TEFAP).  
 
Staff pull inventory monthly to pack CSFP food packages (boxes). During pulling 
procedures, precautions are taken to prevent damage to the product. In the event 
damage occurs, damaged products are properly noted and reported to the State Agency. 
In addition, notations are made in the inventory list.  
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Staff cross check inventory during packing. Staff subtract the packed inventory from the 
original inventory verified at the beginning of the month. After food packages (boxes) are 
packed, the remaining inventory is counted and recorded. At this time, the total number of 
food packages and damaged products are counted and recorded. Staff cross-check 
these numbers with the original inventory pulled for the day. Any discrepancies result in a 
recount and investigation of numbers that do not match. Staff enter reconciled records 
into a management information system. 

 

C. Inventory Practices 
It is the Local Agency responsibility to ensure that all operational procedures conform to 
industry standards and best practices.  The State Agency is ultimately responsible for 
ensuring that all USDA foods are handled properly and directs the Local Agency via 
policies, procedures, and memoranda.  Routine monitoring will be conducted and 
feedback provided. 
 
Local Agency’s CSFP Operations Manager and Inventory Coordinator perform random 
cycle counts after each packing session, and a full inventory count occurs at the end of 
each month. During the warehouse inventory, every commodity is counted by its case 
and properly calculated out to its unit number. Damaged items are counted and set aside 
and reported to the State Agency. Staff compare inventory with previous records and 
inventory for the prior month.  
 
Staff take a complete inventory of CSFP products in the Distribution Center after pulling 
inventory for packing sessions. Staff compare physical counts with electronic records. 
Staff resolve all inventory discrepancies through recounting and investigation. Staff 
document justifications for adjustment in the inventories on the inventory records.  
 
 
Local Agency staff maintain accurate and complete records on site for three years from 

the close of the fiscal year to which they pertain, or longer if the records are related to 

unresolved claims, actions, audits, or investigations. 

 

D. Distribution 
Each participant is provided a monthly food package at a site that is convenient for them 
to access.  Distribution sites include senior wellness centers and residences, schools, 
churches and other sites offering services to seniors.  The Local Agency ensures that 
distribution conforms to all local and federal requirements.   
 
The Local Agency will provide monthly reports to the State Agency detailing at a 
minimum, the following related to distribution: 
 

A. List of food items in the monthly package, 
B. Distribution location and dates,  
C. Any changes in distribution deliveries, dates, and distribution times, and  

                D.  Any new distribution sites 
 

 

E. Food Safety  
The CSFP staff and distribution sites conform to District of Columbia and federal health 

standards. CSFP staff comply with the following general rules regarding food safety: 
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1. Staff use the first-in-first-out (FIFO) system of inventory management.  
2. Staff adhere to the manufacturer’s “expiration” or “use-by” dates, along with FIFO, in 

management of food inventories. 
3. Staff mark donated food cases and containers with the date of their receipt at the 

storage facility. 
4. USDA donated foods that show signs of spoilage, infestation, or other visible defects 

are not used or distributed, regardless of product dates or when the foods were 
received.  

5. If there are no visible defects, but there is a question as to the wholesomeness or 
safety of USDA donated foods, CSFP staff have the foods inspected by District of 
Columbia health officials as soon as possible and contact FNS before taking further 
action. 

6. USDA donated foods are subject to the same safeguards and effective management 
practices as other foods and shall be treated as other foods when safety is in 
question. 

 
The Local Agency will provide monthly food safety reports to the State Agency. 

F. Food Safety Recall Procedures 

The State Agency oversees food safety recall procedures statewide and provides 

updates using the State Emergency Notification System (SENS). SENS is a tool that 

allows State Agencies to rapidly communicate critical food recall information to Recipient 

Agencies so they can remove contaminated food from distribution, and keep participants 

safe.  

Definition of a Food Recall  

A food recall is a voluntary action by a manufacturer or distributor to protect the public 

from products that may cause health problems or possible death.  A recall is intended to 

remove food products from commerce when there is reason to believe the products may 

be adulterated or misbranded. Recalls are initiated by the manufacturer or distributor of 

the meat or poultry sometimes at the request of the Food Safety and Inspection Service 

(FSIS).     

Notification of Food Safety Recalls 
 
FSIS notifies the public through a Recall Release for Class I and Class II recalls, and 
issues a Recall Notification Report (RNR) for Class III recall issues Both Recall 
Releases and RNRs are posted on the FSIS Website and distributed to FSIS email 
subscribers. When possible, FSIS also includes pictures of the recalled product labels as 
part of the FSIS online Recall Release posting. 
 
For every Class I recall, FSIS develops a list of retail consignees that have, or have had, 
the recalled products in their possession. The list of retail consignees is posted within 
three (3) calendar days of the date of the recall and includes the name, street address, 
city, and state of each retail consignee. The retail consignee list is updated periodically 
as additional retail consignee information becomes available. 
 
When available, FSIS posts recall press releases and RNRs on the FSIS Recalls area of 
the Web site, at www.fsis.usda.gov/Fsis_Recalls/Open_Federal_Cases/index.asp. 
FISIS’ newsletters, including Constituent Update, are also available via email 

file:///C:/Users/ronald.flowers2/Desktop/www.fsis.usda.gov/Fsis_Recalls/Open_Federal_Cases/index.asp
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subscription. The State Agency and Local Agency CAFB are required to subscribe to 
this electronic notification. 
 
The Local Agency is required to request to receive FSIS press releases and recall 
announcements by subscribing to the FSIS website at 
www.fsis.usda.gov/News_&_Events/Newsletters/index.asp. 

 
 

Procedures for Food Safety Recalls 
 

When notified of a food recall, the Local Agency shall take the following steps: 
 

1. Notify the State Agency, and FNS in writing of the food recall; 
2. Gather and segregate impacted foods in a safe, locked location; 
3. Label all food involved in the recall “FOOD SAFETY RECALL—DO NOT 

DISTRIBUTE.” 
4. Notify Site Leaders and designated volunteers as soon as notification of affect 

product is received.  
 
5. Site Leaders shall be instructed to remove the specific items on recall from each 

CSFP box and segregate it to a safe, locked location 
6. Site Leaders shall also be notified of a date and time when the segregated 

product shall be collected by the CSFP Delivery Team. 
7. Upon pick-up of product, Site Leaders shall confirm with the driver the amount of 

affected product that is being returned to the Local Agency for redirection, 
disposal or recondition. 

8. Consult with DC Health regarding further instructions on storage and disposal of 
the affected food items.  

 

G. Out-of-Condition Foods 
The Local Agency follows food handling operating procedures that include proper 

handling and food rotation.  In the event that food becomes out of condition, the Local 

Agency follows federal and local procedures to move the product out of production.  Out 

of condition foods are not distributed to CSFP participants.   

CSFP staff shall report out-of-condition donated foods at storage agencies to the State 

Agency. CSFP staff shall remove the food, destroy or otherwise dispose of the food, in 

accordance with FNS guidance and District of Columbia requirements about food safety 

and health.  

The Local Agency will report monthly on out-of-condition foods.  

 

15. COPIES OF AGREEMENTS 
Reference: 7 CFR, Part 247.6(11) 
Citation: Each State agency must enter into an agreement with FNS prior to receiving 

funds. The state agency must enter into written agreements with local or 
subdistribution agencies prior to making commodities or administrative funds 
available to them. Copies of all agreements must be kept on file by the parties to 
the agreements. 

 

http://www.fsis.usda.gov/News_&_Events/Newsletters/index.asp
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A. Memorandum of Understanding Between DC Health and DACL  
The Memorandum of Understanding (MOU) shall be the authorizing vehicle for 

transferring local funding from the DC Department of Aging and Community Living to the 

DC Department of Health.  The MOU, updated annually or as determined in the MOU, is 

a binding agreement that details responsibilities between the two District agencies. 

Attachment G: Memorandum of Understanding Between DC Health and DACL 

B. Agreement between DC Health and Local Agency  
The agreement between DC Health and the Local Agency details the responsibilities of 

both parties and covers a maximum of five fiscal years. Any changes to the agreement 

affecting assurances will be submitted to USDA for review and approval.   

Attachment H: Agreement Between DC Health and the Local Agency(ies) 

16. PROGRAMMATIC ASSURANCES 

 Reference: 7 CFR 247.34(a), 7 CFR 247.34(b), 7 CFR 250.12(b) 

A. Management Reviews 
DC Health shall perform an on-site review of all local agencies and storage facilities at least 

once every two years. As part of the on-site review, the State Agency shall evaluate all 

aspects of program administration, including: 

1. Certification Procedures,  
2. Nutrition Education,  
3. Civil Rights Compliance,  
4. Food Storage Practices,  
5. Inventory Controls, and  
6. Financial Management Systems 

 
In addition to conducting on-site reviews, the State Agency shall evaluate program 

administration by reviewing on the following basis: 

1. Financial Reports – quarterly at a minimum,  
2. Audit Reports – annually minimum,  
3. Food Orders – monthly at minimum,  
4. Inventory Reports – quarterly at a minimum and  
5. Other Relevant Information (frequency to be determined by the report) 

 

DC Health requires the Local Agency to monitor distribution sites and their storage facilities 

at least once per year and document all monitoring visits and reports.  All monitoring visits 

shall be completed by August 1st of each year.   
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17. ATTACHMENTS 
Attachment B  DC CSFP Distribution Sites list 

Attachment C  Current Year Income Eligibility Guidelines 

Attachment D Acceptable Sources of Documentation of Age, Income, and 

Residency 

Attachment E  USDA Foods Available List for CSFP  

Attachment F  Maximum Monthly Distribution Rates  

Attachment G Memorandum of Understanding Between DC Health and 

DACL 

      Attachment H  Agreement Between DC Health and the Local Agency(ies) 

 

 

 

 

 

 

 

 

  



 

Page 45 of 64 DC CSFP State Plan  
 

Attachment B: DC CSFP Distribution Sites list 

Site Name Site Address 

1330 Apts 1330 7th St NW Washington, DC 20001 

3001 Fort Lincoln  The Gettysberg 3001 Bladensburg Rd NE, Washington, DC 20018 

3005 Fort Lincoln The Vicksburg 3005 Bladensburg Rd NE, Washington, DC 20018 

3298 Fort Lincoln-The Petersburg 3298 Fort Lincoln Dr NE  Washington, DC 20018 

3400 Fort Lincoln   The Montana 2855 Bladensburg Rd NE, Washington, DC 20018 

Abrams Hall 1322 Main Dr NW, Washington, DC 20012 

Arbor View Apartments 1200 Southern Ave SE Washington, DC 20032 

Arthur Capper 900 5th St SE Washington, DC 20003 

Asbury Dwelling 1616 Marion St NW Washington, DC 20001 

Asian and Pacific Island Senior Center Door to Door Delivery 

Bernice Fonteneau 3531 Georgia Ave NW Washington, DC 20010 

Bread for the City SE 1640 Good Hope Rd SE Washington, DC 20010 

Brookland Manor 2525 14th St NE Washington, DC 20018 

Capitol Gateway 201 58th St NE Washington, DC 20019 

Capitol Hill Towers 900 G St NE Washington, DC 20002 

Carroll Apartments 410 M St SE Washington, DC 20003 

Carver Senior 4800 East Capitol St NE Washington, DC 20019 

Carver Terrace Community 2109 Maryland Ave NE Washington, DC 20002 

Casa Iris 2201 12th St NW Washington, DC 20009 

Cedar Heights 1510 Butler St SE Washington, DC 20020 

Channel Square 325 P St SW Washington, DC 20023 

Claridge Towers 1221 M St NW Washington, DC 20005 

Colony House 930 Farragut St NW Washington, DC 20011 

Columbia Heights Village 2900 14th St NW Washington, DC 20009 

Community Family Life Services 305 E St NW Washington, DC 20001 

Congress Park 1345 Savannah St SE Washington, DC 20032 

Delta Towers 1400 Florida Ave NE Washington, DC 20002 

East Capitol Walk-in Center 5601 East Capitol St SE Washington, DC 20019 

East River Family HUNGRY 

Edgewood Commons 611 611 Edgewood St NE Washington, DC 20017 

Edgewood Terrace 635 Edgewood St NE Washington, DC 20017 

Fairmont Apartments 1401 Fairmont St NW Washington, DC 20009 

Frederick Douglas 1427 Cedar St SE Washington, DC 20020 

Garfield Hills 2317 Hartford St SE, Washington, DC 20020 

Garfield Terrace 2301 11th St NW Washington, DC 20001 

Gethsemane Baptist Church 5119 4th St NW Washington, DC 20001 

Green Valley 2412 Franklin St NE Washington, DC 20017 

Greenleaf Community Site 1200 Delaware Ave SW Washington, DC 20024 

Harvard Towers 1845 Harvard St NW Washington, DC 20009 

Hayes Senior Wellness 500 K St NE Washington, DC 20002 

Hedin House 2900 Newton St NE Washington, DC 20018 
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Home Delivery - Northeast HUNGRY 

Home Delivery - Northwest HUNGRY 

Home Delivery - Southeast HUNGRY 

Horizon House 1150 12th St NW, Washington, DC 20005 

Israel Baptist 1251 Saratoga Ave NE Washington, DC 200018 

J.W.King 4683 H St SE Washington, DC 20019 

Jubilee Housing -The Ritz 1631 Euclid St NW Washington, DC 20009 

Judiciary House 461 H St NW Washington, DC 20003 

Ker Conway Residence 1005 North Capitol Street NE, Washington DC 20002 

Knox Hill 2700 Jasper St SE Washington, DC 20032 

Langston Terrace 667 24th St SE Washington, DC 20002 

Matthew Memorial 2632 Martin Luther Kng JR Ave SE Washington, DC 20020 

NCBA Estates 2801 14th St NW Washington, DC 20009 

Mobile Van Distribution Capital Area Food Bank 

North Capitol 5233 North Capitol St NW Washington, DC 20017 

Overlook 3700 9th St SE Washington, DC 20032 

Paradise 3517 Jay St NE Washington, DC 20019 

Paul Lawrence Dunbar 2001 15TH St NW Washington, DC 20009 

Potomac Gardens 1229 G St SE Washington, DC 20003 

Raymond Recreational Center 3725 10th St NW Washington, DC 20010 

Regency 5201 Connecticut Ave NW Washington, DC 20015 

Robert L. Walls 4339 Bowen Rd SE Washington, DC 20019 

Roundtree 2515 Alabama Ave SE Washington, DC 20020 

Samuel Kelsey 3322 14th St NW Washington, DC 20010 

SOME 1667 Good Hope Rd SE Washington, DC 20032 

SOME - Karin House 1395 Aspen Street NW, Washington, DC 20012 

Temporary Delivery DoorDash 

Tenth Street Baptist 1000 R St NW Washington, DC 20001 

Triangle View Senior Living 3600 B St SE Washington, DC 20019 

UPO- Petey Greene 2701 Martin Luther King JR Ave SE Washington, DC 20020 

Upper Room Baptist 60 Burns St NE Washington, DC 20019 

Victory Square 600 Barnes St NE Washington, DC 20019 

VIDA Brightwood 1330 Missouri Ave NW Washington, DC 20011 

VIDA Senior Center 1842 Calvert St SW Washington, DC 20009 

Visionary Square 2401 Washington Place NE Washington, DC 20018 

Walker House 2201 Savannah St SE Washington, DC 20032 

Wardman Court 1550 Clifton Rd NW Washington, DC 20009 

We Are Family 474 Ridge St NW Washington, DC 20001 

Wheeler Creek 900 Varney St SE Washington, DC 20032 
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Attachment C: Current Year Income Eligibility Guidelines 
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Attachment D: Acceptable Sources of Documentation of Age, Income, and Residency 

 

 

 

 

 

 

 

 
 

 

Proof of Age Proof of Income Proof of Residency 

Driver’s License(valid) Social Security 
Payments 

Bill with current 
address (medical, 
cable, credit card, 
utility bill) 

Birth Certificate Pensions/Veteran’s 
Payments 

Bank account 
statement 

Passport/Visa Earning Statement Current paystub 

State ID SNAP household 
certificate 

Current SSI check 

Immigration or 
Naturalization Record 

Alimony/Child Support 
Documentation 

Current Vehicle 
Registration 

Marriage 
Certificate/Marriage 
License 

Valid TANF or SNAP 
Letter (only if shows 
gross income) 

Statement of 
residence, income or 
identify  

Military Discharge 
Papers (DD 14) 

Valid W2 Form/Income 
Tax Return 

Housing Authority ID 
Card with address 

Voter Registration Card  Lease Agreement 

Work ID  Letter from landlord 

Military ID  Rental Receipt (within 
last 30 days) 

  Social Security letter 
with address 

  Valid District of 
Columbia ID 
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Attachment E: USDA Foods Available List for CSFP  
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Attachment F: Maximum Monthly Distribution Rates  
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Attachment G: Memorandum of Understanding Between DC Health and DACL 
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Attachment J: Agreement Between DC Health and the Local Agency(ies) 
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