How We Work!

Welcometo the Food Bank!

The Atlanta Community Food
Bank serves morethan 750
nonprofit organizations within
a29 county servicearea. We
distribute amillion pounds of
food amonth to our partner
agencies.

The heart of Food Bankingis
the partnership that existsbe-
tween our donors, our partner
agencies, the Food Bank staff
and volunteers and the thou-
sands of low-income Georgians
we seek to assist.

There are basic tenets of opera-
tion which must be adhered to:

1. Food cannot be sold — not
for cash, not for trade, not for

labor. Itisagift.

2. Food cannot betransferred
from one organizationto an-
other.

3. Food cannot be used by
staff or volunteersfor personal
use.

4. Food isfor feeding per sons
in need only!

5. Food isnot for general con-
gregational use.

6. Food must betransported
and stored properly.

Each organization isapproved
for membership at the Food
Bank based upon its nonprofit
status, its ability to store and
usethefood in aproper manner
and its stated commitment to

Distribution Hour sl

The Food Bank is open for dis-
tribution to agencieseach
weekday.

Each partner agency has se-
lected an appointment day and
timeto receiveitsorder. The
earliest appointment timeis

8:00 am—thelatest is 3:15 pm.

Please come on time for your
appointment. Wewill try our
best to have your order to you
within 15 minutes.

Y our agency representative
may select items from our

Information for Partner Agencies

Thousands of community part-
ners fight hunger in Georgia
every day!

fighting hunger in our commu-
nity.

Most of our inventory is do-
nated to the Food Bank. We do
purchase somefood aswell as
make USDA commodities
availableto partner agencies.
Donationsto Atlanta’s Table
aredelivered to selected agen-
cies within the Perimeter.
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Special points of

interest:

- Appointments are nec-

essary.

- We cannot accept per-

- Sharecontributionis T

shopping floor areawhen shelheis
waiting to receive your order.

Wewill be closed for national holi-
days and occasiond inventory rec-
onciliation work-days. Y ou will
find acalendar in thisbinder for the
current year.

sonal checks or cash.

16 cents per pound of

food received. Many

foods will be less than
16 cents.




Raimbur sement | nfor mation

The ACFB Share Contributionisahan-
dling fee and supports our work. 1tisNOT
afeefor food. All food isweighed and
assessed a share contribution at our check-
out areaiin the warehouse.

Currently the Share Contribution is 16
cents per pound. Many foods are given to
member agencies at 10 centsor less. For
example, bread and produce carry no share
contribution.

New agenciesare required to reimbursethe

share contribution at the point of check-out.

Food Storage |

Food must be stored properly to comply
with the federal Good Samaritan Law. At
thevery least food should be stored on
shelving off thefloor and out of the card-
board boxes. Cleaning suppliesshould be
stored apart from food items. Adequate
pest control efforts must be madeto insure
the quality of thefood.

Agencies are encouraged to take only as
much food asthey can store properly. You
should feel free to shop asoften asyou

Food Storagell |

Many of the foods you will re- N
ceive at the ACFB require cold 7
or frozen storage. Itisagood
ideato keep athermometer in
your storage refrigerator and
freezer to monitor the tempera-
ture.

Food itemsthat have damaged
packaging might be perfectly
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This must be done by an organizational
check. Anamount may be placed onthe
agency’ saccount and shoppers may draw
from thisbalance, aswell.

Current agencies which arein good stand-
ing will be billed once each month. We ask
you to keep this reimbursement current
each month. Y ou will receive a statement
when thereisabalance due.

Questions about your account should be
directed to our accounting department at

like,. However, we strongly discourage
stockpiling of food items. Our experience
has shown thisleadsto food spoilage and
waste. Check thefood regularly to deter-
mineitsfreshness. Adopt a‘FIFO” sys-
tem —first food inisthefirst food out.

Y ou will notice expiration dates on many
items, please give thought to how quickly
you will be using foods to judge how
much to take. Foodsthat have an “Eat by”
date on them, such as baby formula, must

s finetoeat. Our food sorting vol-
unteers examine each itemin our
assorted food boxeswith afine

— tooth comb. However, canswith
dentson seams, sharp edged
dentsor leakage should be dis-
carded. Dry foodsin packages

that expose the contentsto air

~

Refrigerator thermome- and water should be dis-
ters are a great idea.

carded, too.

404/892-3333 Ext. 1215.

Member agencies’ share con-
tribution covers 30% of our
storage costs.

be consumed by
the designated

Liability issues date.

are covered by
the federal Good
Samaritan Law, if
food is
transported and
stored properly.

The federal Good Sam Law covers foods
which have been commercially processed
only. Wedo not distribute foodswhich
have been home processed, canned or fro-
zen. Wesuggest you do thesame. The
health of the peoplewe are serving can be
too precariousto jeapordize.

How We Work!




Distribution dos

Always check-in with our Receptionist
when you come to pick-up your order..
She will need to seeaphoto ID. We will
only permit designated representativesto
pick-up your order. Y ou must list this per-
son’ sname on the front cover sheet of the
Order Form. The receptionist will direct
you to the Agency Reception Areaand no-
tify one of our distribution staff members
that you are here to receive your order.
There are two computersin the Reception
Area. Y ou may enter Monthly Service,
USDA or SNAP reports on either of these

Distribution don’ts

Pl ease don’t wonder throughout the ware-
house. The Shopping Floor areaiis clearly
marked.

Adjacent to our shopping floor isthe Kids
in Need program. Thisprogram serv es
public school teachersin specific schools
only.

Product that is not on the shopping floor
cannot be added to your order onceyou
have arrived for your appointment.

computers. Also, you may view our Orien-
tation Power Point slide show on these
computers.

Thereisno advantage to coming early to
pick-up your order!

You will bedoing your ownlifting. A guest
iswelcome to help you.

Please be wary of moving carts, forklifts
and pallet jacksl Smashed toes are no fun!

Most produce is available onour shopping
floor rather than on the order forms.

Please remember that other organizations
arein the queue behind you. Try to limit

the amount of time you useto shop on the
floor and to load your vehicle. Thanks!

We can load your order’ spallet directly
onto your vehicle, if appropriate. Remem:

Always check your “Pick Ticket” against
theactual productson your
order’spallet. Makesure
we have correctly counted
and recorded everything you |*/-#ine Lt
have received.

Wewill send you acor-
rected

invoice Our warehouse crew is eager

withina to be of a§5|stance to you.

few davs Don’t hesitate to ask ques-
ays. tions.

ber to return the empty pallet to us during
your next visit.

Our staff and volunteers have beenin-
structed not to receive cash, goods or tipsin
exchangefor servicesor goodsyou receive
from the Food Bank.

Help us conserve food! Your cooperation on the Shopping Floor is
key to its cleanliness. Never sample food while shopping! Never

open boxes or product packaging!

Record Keeping/Monthly Service Reports/E-Har vest

Your help with telling
the story iskey to our
success. Monthly Ser -
vice Reportsare re-
quired from each agency.
They are due the 5th day
of the following month.
For example, January’s
is dueFeb. 5th.

Thereisinformation

Reports are due on the
fifth day of the month

Community Services Dept.

®

we need you to keep:

Foob PANTRIES: hame and address of re-
cipient, date of service, number inthe
household, number of children and adults
over 65 and the number of pounds givento
each household. ON PREMISE AGENCIES
are asked to keep arecord of the dates
meal swer e served, the number and type of
meal, and thenumber of persons served at

themeal. Thisinformation can be reported
a our website: www.acfb.org. Thereisan
index along the right hand side of the
homepage. Scroll down to “Partner Agen-
cies.” A “pop-up” index will emerge.

Click on “eharvest.” Thiswill take you to
apagethat will ask for your user name
(agency code) and password. Enter the
information and you will be allowed into

the Eharvest reporting system.
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Community Gardening: Food Security & Community Building

Community gardens can serve asacatalyst
for neighborhood devel opment, food pro-
duction, beautification and recreation.
Various expressions of community garden-
ing are scattered around the metro area.
Thereisno specia design but the consis-
tent theme of neighbors working together is
readily evident. Oftenthesegardensarea
vehicle for reclaiming abandoned vacant
property.

The Food Bank’s Community Gardening
program has several components:

Atlanta’s Table: Our

AT isaproject of the Food Bank which
was started in 1987. AT solicits donations
of excess prepared food from hotels, restau-
rants, caterers, hospitals and specia events.
Themajority of these donations are deliv-
ered to approximately 40 local member
agencieseach week. Therest of thedona-
tionsare available on the shopping floor.
Typically, these donationstotal closeto
40,000 pounds of food each month.

Member agencies|ocated within the 1285

| nventory Information:

Partner agencies can review
our current inventory viathe
E-Harvest program on our
website: www.acfb.org. Sim-
ply enter your Agency code
number , your password and
your name. Goto“View In-
ventory.” Clicking onto the

1. Garden start-upsfor neighborhoods
and member agencies

2. Pant aRow for the Hungry program:
local gardeners offer their surplus produce
to the Food Bank

3. Seed Bank: Freevegetable and flower
seedsto community gardeners, school gar-
densand agency gardens.

Our community gardener, Fred Conrad, is
an expert on horticulture and neighborhood
organizing. We have the seeds, tools, ac-
cessto compost and volunteersto help any

member agency begin or enhanceits com:

munity gardening efforts.

Spring planting season
getsvery hectic and
generating neighbor-
hood support cantake V’
alot of work—so call |
Fred well in advance
for hisadviceand
ideas.

For

more inforamtion.

contact Fred Conrad at 404-
892-9822 Ext. 1216 or email:
fred.conard@acfb.org

Prepared Food Program

perimeter which serve on-premise meals
and whose membership isin good standing
may be added to the delivery list. Cur-
rently wedeliver AT food to organizations
such as St. Luke's community kitchen, bat-
tered women’ s shelters, nursing homes and
children’ sgroup homes.

Our AT driversaretheimportant linksbe-
tween donors and member agencies. Their

mation about the product:
amount available, weight per
unit, etc.

most current information
about available products.

code number for any item will Your order form has the most

giveyou more detailed infor-
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current inventory information.

Y our order form givesyou the

hard work en-
sures a continuing
supply of fine
Atlanta’s Table quality, donated
receives close to girepared food.
40,000# of high ease et us
) know if you are
[ Prepared interested in AT.

food each month.

What do we have?

How We Work!
L




SNAP (State Nutrition Assistance Program)

The state' s Department of Human Re-
sources contracts with the eight Georgia
Food Banksto distribute food through the
SNAP project. Fundsfor this project come
from the federal block grant for TANF
(Temporary Assistance for Needy Fami-
lies). Thefood bank usesthe money to
purchase high demand and/or infrequently
donated foods such asfrozen meals, mests,
and 100% fruit juices.

Member agencies are approved for eligibil-
ity depending on several criteria: active
membership in good standing, timely sub-

mission of Monthly Service Reportsand a
principal program mission of serving low-
income families with children. Agency
shopping cards are marked to indicate
SNAPdigibility. Thereisa separatere-
porting area for SNAP on E-Harvest.

It isimperative— at thistime— that the
SNAP foods be used to assist familieswith
children only. Qualifying familieswill be
current TANF clients, families receiving
food stamps, WIC, Medicaid or Freeand
Reduced scdhool meals for the children.
The TANF funding isintended to provide

USDA/TEFAP Food Commodities

The ACFB receivesaportion of the state's
federal food commoditiesthrough the
USDA/TEFAP (The Emergency Food As-
sistance Program). Traditionally these
foods are nonperishabl e staples such as oa -
meal, flour, cornmeal, canned vegetables,
fruits and meats, cooking ail, dry cereals
and dried fruits. Occasiondly it includes
frozen meats and poultry.

Agenciesin good standing which have
been members of the Food Bank for at least
3 months can receive TEFAP foods.
Monthly orientationsto learn how to man-
agethe additional record keeping are gen-
erally scheduled for the third Thursday of
each month at 1:30 pm. Onceyou have

support servicesfor familiestransitioning
from welfare to work and helping them
maintain their
autonomy.
Please contact
Kathy Palumbo
with any ques-
tions— 404-892-
9822 Ext. 1211/
email:kathy.

pal umbo@acfb.
org

Families with chil-
dren are served by
the SNAP project.

completed the orientation, your agency will
begiving usdataabout itsuse, separately
from the other foods you receive at the
food bank,.

Wedistributethe TEFAP foodswith a10
cents per pound share contribution.

USDA/TEFAP foods are distributed with a 10 cents per pound the
share contribution, however additional record keeping is required.

Hunger 101: Fighting Hunger through Awar eness

Hunger 101l isaseriesof in-
teractive, educational mod-
ulesdeveloped by the Food
Bank to address the issues of
hunger, poverty and food se-
curity. Thesearetoolsweuse
to raise community awareness
and active anti-hunger work.
We havedesigned games,
group activities, readings

Community Services Dept.
®

along with d escriptive charts
and graphs to make these
seminars engaging and infor-
mative. Materials are avail-
able for young children, ado-
lescents, young and ol der
adults.

Materials are available for
adult or youth audiences.

Wearealwayseager to share

our materials, come as speakersor train
you and your staff to use the Hunger 101
Curricula. Fedl freeto contact our H101
Coordinator, Lindy Wood at Ext. 1228;
email — lindy.wood@acfb.org.
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The ACFB was founded in 1979 as a part of the Soup Kitchen
ministry at . Luke's Episcopal Church in downtown Atlanta.
We have grown in many ways and have enjoyed wonderful sup-
port from the community. We believe that the right to food se-
curity isessential to our community’s health and well-being.
Our goal isto make sure no onein our 38 county service area
goes hungry.

Information for Partner Agencies

The mission of the Atlanta
Community Food Bank is to
fight hunger by engaging,
educating and empowering
our community.

Phone: 404/892-9822

The partnership between the ACFB and our member agencies
iskey to achieving thisgoal. Your good work in your local
community and neighborhood allows us to concentrate our ef-
forts on acquiring food donations and other resourcesto help
support your direct service programs and projects.

We're on the Web!
www.acfb.org

® Our FAX numbers are:

Orders. 678/553-6001
Other: 404/892-4026

Monitoring Policies & Procedures

Wearerequired by our national umbrella
organization, America s Second Harvest, to
assure our donors of your continued non-
profit status and approved programming.
We accomplish thisby scheduling regular
“monitoring” visitswith each member
agency on an 18-24 month rotation. Each
monitoring visit will be scheduled in ad-
vance by amember of our Community Ser-
vices Department.

During these visits we will need to review
your distribution/usage records, USDA re-
cords (if applicable), food preparation and
storage facilitiesand ACFB invoices. A
physical count of USDA productswill be
donetojustify the current inventory. Most
importantly, we want to talk with you about
your programs, community problemswith
which you are concerned and waysin

which the ACFB may be of assistance.

Our hopeisthat these visits with our staff
will serve Second Harvest' s requirement as
well asoffering us ameansto enhance our
common work.

We do reserve the right to conduct on-site
visits with each agency whenever we have
been alerted to a possible problem regard-
ing theintegrity of our partnership. Weare
fierce stewards of the donationswhich
come our way and feel acompelling re-
sponsibility to ensure the donated foods are
used in the manner intended.

For information about member agency rela-
tions, call Carol Richburg at
Ext. 1213; email-carol.
richburg@acfb.org.

partnerships with member agencies.

Monitoring visits are a means of strengthening our



