[bookmark: _Hlk122436937]USDA Audit Instructions

When the state representative from the USDA is onsite to audit your agency, you will need to be able to perform the following tasks: pull a list of clients who were denied from receiving USDA food, pull a distribution list, and find a client’s application.
How to Pull a Denial Report
1. Click on the menu bar in the top left corner of the screen
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2. Click on “TEFAP Denial Report”
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3. Enter dates in the “Date Range” boxes and click “Run Report.”
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How to Pull a Distribution List
1. Click on the menu bar in the top left corner of the screen
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2. Click on “TEFAP Compliance Report” in the menu screen
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3. Enter dates in the “Date Range” boxes and click “Run Report.”
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How to Access a Client’s Application
1. [image: ]Type the client’s name into the search bar on the home page. Click on the plus sign to the left of their name.



2. Click on “View Full History” in the bottom right corner of the client’s expanded information
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3. Click on “View” next to the desired date
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4. [bookmark: _GoBack]Show the application to the USDA representative
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Edit/View Info Visit History Reservations

Visitor Date /M Location Services Status Signature

Mickey Mouse W/1/22  Strawberry Food Pantry Food Pantry - USDA Served Yes - Cancel
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The Emergency Food Assistance Program (TEFAP)
Certification of Eligibility To Take Food Home

Name Phone

Mickey Mouse

Address

700 Edwards Ave

City, State P

Elmwood, LA 70123

Number of people in your household:

Adults (18-64 yrs) Children (0-17 yrs)) Seniors (65+ yrs))
‘ Family Size Annual Monthly Weekly Bi-weekly
‘ 3 $29,939 $2,495

1.1 certify that | am a resident of the parish listed above. 2. | certify that there are the number of persons in my
household listed above and that my household is eligible to receive USDA Commodities because of the reasons
listed above 3. 1 understand that my household shall only receive donated foods under this application as
distributed by this agency. 4. | understand that | may be prosecuted under current laws for accepting food for
which | am not eligible. 5. | am aware that my application may be selected on a sample basis for verification. Should
my application be selected, | will cooperate fully in the verification. 6. | understand that food received under this
program is for my household consumption ONLY. 7. | certify that | willcontact the agency listed above should the
gross income or family size of my household change in such a manner that would affect the eligibility of my
household. 8. I understand that | may only receive food from one food pantry. 9. 1 certify that the above

L - N
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