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Partner Agency Monitoring Checklist
This checklist is intended to assist your agency in conducting a self-assessment and preparing for an upcoming monitoring visit conducted by a Programs Team member. Monitoring visits are required by Feeding America at a minimum of once every two years.
Agency Name:Click or tap here to enter text.	Date Conducted: Click or tap here to enter text.
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	In Compliance
	Out of Compliance
	Notes

	Record Keeping 
	
	
	

	Is proof of 501c3 status available?
	☐	☐	

	Is the current Membership Agreement on file?
	☐	☐	

	Is a current Food Safety Certificate posted?
	☐	☐	

	Is a current Managerial ServSafe Certificate on file (meal sites)?
	
	
	

	Does the agency maintain record of all visits/meals served?
	☐	☐	

	
	
	
	

	Logs and Forms
	
	
	

	Are current temperature logs maintained for dry and cold storage? 
	☐	☐	

	Are cleaning logs up to date? 
	☐	☐	

	Are pest control logs maintained or service receipts available?
	☐	☐	

	
	
	
	

	Dry Storage
	
	
	

	Is all food stored at least 6 inches off the floor?
	☐	☐	

	Is FIFO/FIFE (First-In, First Expired) properly practiced?
	☐	☐	

	Are chemicals stored separately from food items?
	☐	☐	

	Is the storage area free of pest activity?
	☐	☐	

	
	
	
	Temperature(s)

	Cold Storage
	
	
	

	Are refrigerators maintained between  35°F and 40°F?
	☐	☐	

	Are freezer maintained between  -10°F and 0°F?
	☐	☐	

	
	In Compliance
	Out of Compliance
	Notes

	Are thermometers present in all units?
	☐	☐	

	
	
	
	

	Onsites
	
	
	

	Are all areas cleaned and well maintained?
	☐	☐	

	Is a probe thermometer used to verify food temperatures?
	☐	☐	

	Are approved methods used for defrosting food?
	☐	☐	

	Are proper sanitation practices followed?
	☐	☐	

	
	
	
	

	TEFAP Agencies Only
	
	
	

	Is the “Justice for All” poster visible to clients?
	☐	☐	

	Is the Written Beneficiary Rights visible to clients?
	☐	☐	

	Have all current staff/volunteers completed Civil Rights Training?
	☐	☐	

	Is there a Civil Rights complaint process in place?
	☐	☐	

	Is the UDSA nondiscrimination statement included on materials (website, social media, brochures, etc.)?
	☐	☐	

	Are pantry hours posted with the USDA nondiscrimination statement: “This institution is an equal opportunity provider”?
	☐	☐	

	Are USDA and non-USDA food identified and separated?
	☐	☐	

	Are USDA foods tracked properly to ensure distribution by the “Best If Used By” date?
	☐	☐	

	Are current TEFAP forms being used?
	☐	☐	

	Are TEFAP forms maintained for 3 years plus the current year?
	☐	☐	

	Are TEFAP forms available in all languages or accessible when needed?
	☐	☐	

	Additional TEFAP Requirements for Meal Sites
	
	
	

	How does your site determine that at least 51% of participants are eligible (needy)?
	☐	☐	

	Is documentation available to support the 51% eligibility determination? 
	☐	☐	
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