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POLICY AND PROCEDURES
This policy and procedures manual is for Wisconsin recipient agencies ordering and receiving USDA Foods through their participation in the Child Nutrition Programs.

Wisconsin Department of Public Instruction
Madison, WI 
Wisconsin USDA Foods and Bureau of School Nutrition 
dpisnusdafoods@dpi.wi.gov    608-267-4598
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General Program Information
[bookmark: _Toc230361640]Introduction
The United States Department of Agriculture (USDA) purchases food to support the American agricultural market and to remove surplus. These food products are called USDA Foods. Per 7 CFR Part 250 - Donation of Foods for Use in the United States, Its Territories and Possessions and Areas Under Its Jurisdiction, USDA Foods are offered to recipients of different government supported programs. Agencies that opt to participate in USDA Foods are referred to as Recipient Agencies (RAs). RAs prepare meals using USDA Foods at specific locations and/or distribute USDA Foods to households for the purpose of improving the health of individuals receiving the USDA Foods. In Wisconsin the two state agencies responsible for the administration of the various food programs are the Department of Public Instruction (DPI) and the Department of Health Services (DHS).
DPI is responsible for administering the following USDA Programs:
•	National School Lunch Program (NSLP)
•	School Breakfast Program (SBP)
•	Afterschool Snack Program
•	Summer Food Service Program (SFSP)
•	Child and Adult Care Program (CACFP)
•	USDA Foods for Schools Program for NSLP and SFSP
DHS is responsible for administering the following program:
•	The Emergency Food Assistance Program (TEFAP)
The following is the policy and procedures for participating in USDA Foods for School program for NSLP. 
[bookmark: _Toc230361641]Eligibility in USDA Foods for Schools Program
To be eligible for the benefit of participating in the USDA Foods in Schools Program, School Food Authorities (SFAs) must have an approved NSLP contract with the DPI Bureau of School Nutrition.
To join and start receiving emails with ordering opportunities, SFAs login to the Child Nutrition Online Services and update the School Nutrition contract. On the first page of the contract, respond “Yes” to the question, “Do you participate in USDA Foods program?”
[bookmark: _Toc230361642]WI USDA Foods Ordering System
After the SFA joins USDA Foods, the DPI USDA Foods Team will set up access to login to the Wisconsin USDA Foods Ordering System. DPI USDA Foods Team will email the authorized representative access information and an introduction to the USDA Foods in Schools Program. For instructions on using the Ordering System, refer to DPI’s Ordering System webpage.
[bookmark: _Toc230361643]Entitlement Distribution and Product Values
[bookmark: _Toc230361644]Distribution of USDA Entitlement Dollars
For the USDA Foods in Schools Program, the participating State Distributing Agency (SDA) receives USDA entitlement dollars based on the total number of eligible NSLP lunches served in the state during the prior year multiplied by the USDA federal assistance rate, which is based on food index calculations. Based on this calculation, USDA distributes entitlement to SDAs. SDAs’ entitlement is spent by ordering USDA Foods.
Annually, SDAs distribute entitlement dollar balances to SFAs based on the State’s total entitlement and each SFA’s total number of eligible lunches served during the prior year. In Wisconsin, DPI distributes entitlement to SFAs in January for the next school year.
[bookmark: _Toc230361645]Entitlement Value of USDA Foods Products
Each USDA Food product has an entitlement dollar value. The entitlement dollar value of the USDA Food is based on recent USDA purchases of the product and market information. Since USDA purchases USDA Foods, SFAs do not directly pay out of pocket costs for USDA Foods. Instead, for USDA Food products ordered and received by SFAs, product values are subtracted from the SFAs’ entitlement dollar balances. 
SFAs are not required to spend all their entitlement or take all USDA Foods offered. SFAs should only request and order a quantity of USDA Foods that can be efficiently used in the same school year the product is received. 
If products are available through agricultural surpluses, USDA may offer SDAs Bonus products. USDA offers bonus products to SDAs on a fair-share basis, and in turn, DPI offers bonus products to participating SFAs on a fair-share basis. The dollar values of these bonus products are not subtracted from the SFAs’ entitlement dollar balances. 
In March or April of the school year, after USDA has completed most purchases of USDA Foods, and SFA have typically received delivery of most USDA Foods, DPI updates product values by calculating the actual weighted average product values of each USDA Foods product. These updated product values are posted to the DPI website and are reflected in the SFA’s Commodity Allocation and Receipt Summary (CARS) Report, in the WI USDA Foods Ordering System. The CARS report lists all USDA Foods received by a SFA participating in the NSLP and the SFSP. The report shows the total value of USDA Foods received, including the value of bonus USDA Foods. 
At the end of the school or program year, SFAs review their CARS report. SFAs use total value of USDA Foods received for end of year bookkeeping and program evaluation.
[bookmark: _Toc230361646]Entitlement Dollar Spending Options
[bookmark: _Toc230361647]USDA Foods Direct Delivery End Products
USDA offers a wide variety of USDA Foods products including meats, cheeses, beans, fruits, vegetables, peanut products, pasta products, various flours, rice, and other grain products. USDA manages the procurement and shipping of the USDA Foods to the initial location designated by state agencies.
USDA Foods that are received in the same form in which they are ordered from USDA are referred to as “Direct Delivery”, formerly referred to as brown box or commodities. SFAs opt to order these products during the Annual Order Survey, and from time to time, other ordering opportunities. Frozen corn, canned sliced peaches, diced chicken, and ground beef are all examples of “Direct Delivery” USDA Foods. Refer to the DPI USDA Foods webpage: Direct Delivery to learn about the benefits and product lists.
[bookmark: _Toc230361648]Further-Processed End Products
SFAs wanting to receive further-processed end products can select from the State Processing Program, Direct Diversion Processing Program, or the Cheese Rebate Program. SFAs opt to order these products during the Annual Order Survey. 
DPI State Processing Program
DPI contracts and manages a small direct diversion program for about 10-15 products. State Processing offers a select list of favorite end products for SFAs to use in their meal programs. In this processing program, these products are delivered to SFAs along with the “Direct Delivery” USDA Foods. Finished end products available through the Wisconsin’s State Processing Program are referred to as C-Code products. SFAs opting to order DPI State Processed products cannot order Direct Diversion products.
Refer to the DPI USDA Foods webpage: State Processing Program for additional nutrition fact sheet information on the State Processing C Code finished end products, under section Specification and Nutrition Information.
Direct Diversion Processing Program
In this processing program, SFAs do their own contract management and monitoring of bulk USDA Foods. Bulk pounds are shipped from a USDA vendor to a processor. These bulk USDA Foods are further processed into end products according to each participating SFA’s request. The participating SFAs are responsible for the procurement of these finished end products, negotiation of the delivery schedule with the processor(s), and delivery of the finished end products through the distributor(s) determined by the SFAs.
Finished end products received through the Direct Diversion Processing Program are delivered through each participating SFA’s-contracted distributor. SFAs opting to order Direct Diversion products cannot order DPI State Processed products. For additional information, refer to the DPI USDA Foods webpage: Direct Diversion Program.
Cheese Rebate Program
SFAs have the option of participating in the Cheese Rebate Program. In this program, participating SFAs use a competitive procurement process to determine the processor(s) from whom they will order finished end products, as well as commit pounds of bulk mozzarella cheese to this chosen processor(s). On the USDA Foods Annual Order Survey, participating SFAs indicate these selections and enter their bulk pound commitment(s) to the processor(s).
During the school year, participating SFAs order the finished end products through the distributor(s) procured by the SFAs. These products are then eligible for a rebate for the value of the USDA bulk mozzarella cheese contained in each case of product. For additional information on the Cheese Rebate Program refer to the DPI USDA Foods webpage: Cheese Rebate Program.
[bookmark: _Toc230361649]Department of Defense (DoD) Fresh Produce Program
USDA and the Department of Defense (DoD) - Defense Logistics Agency (DLA) that supplies fresh fruits and vegetables for the military services have partnered to increase availability of fresh produce to SFAs participating in the USDA Foods Program. Participation in the DoD Fresh Produce Program is an annual commitment and is done during the USDA Foods Annual Order Survey.
During the school year, participating SFAs place orders for fresh produce directly through the DoD ordering webpage, FFAVORS. The delivery of fresh produce is separate from the delivery of other USDA Foods. For additional information on the DoD Fresh Produce Program refer to the DPI USDA Foods webpage: DoD Fresh Produce Program.
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[bookmark: _Toc230361651]Selection of Direct Delivery Products
The DPI provides SFAs participating in the USDA Foods Program the opportunity to review the USDA Foods Available list and submit input. Feedback regarding product selections is requested on, at minimum, an annual basis, via a preference survey. SFAs are asked to give feedback on which products are acceptable, nutritious, and can best be utilized. Based on the input received on the preference survey or other feedback offered at any time, the DPI makes those foods available to request during the Annual Order Survey in February.
[bookmark: _Toc230361652]Selection of Direct Diversion Products
USDA approved processors apply to DPI for approval to participate in the Wisconsin Direct Diversion Program. Approvals are based on historical ordering or processors’ plan to meet adequate bulk product commitments during the Annual Order Survey.
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DPI provides SFAs participating in USDA Foods Program the opportunity to give feedback about processed end product preferences through surveys and invitations to participate in student taste tests. At the end of each contract cycle, DPI evaluates the performance of products.
The DPI uses a request driven ordering system, the Wisconsin USDA Foods Ordering System; and DPI submits orders to USDA for donated foods based on SFAs’ requests.
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To be eligible to receive USDA Foods from the DPI, SFAs must have an approved NSLP contract with the DPI Bureau of School Nutrition. 
In January and February, training opportunities and instructions for submitting an Annual Order Survey are emailed to the SFA’s primary contact. In February, DPI distributes entitlement to SFAs in the WI USDA Foods Ordering System, based on the previous year’s lunch counts.
In mid-February, participating SFAs submit a WI USDA Foods Annual Order Survey for the following school year. SFAs have the option of entering quantities that draw down entitlement, and entering quantities of extra product that the SFA could use.
In March, after the Annual Order Survey has closed, DPI submits a state-wide USDA Foods Order to USDA based on SFAs’ Annual Order Survey requests. DPI may adjust (increase or decrease) SFAs’ annual order survey requests to meet USDA truck load requirements. DPI will use extra product entries to optimize each SFA’s entitlement spending.
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In April, SFAs receive an email from DPI that Survey adjustments are completed in the WI USDA Foods Ordering System. In April the Survey adjustments are the SFA’s expected orders for next year.
If an agency is approved for participation after the annual ordering survey period, the agency can still participate in the USDA Foods program. However, product availability, if any, is very limited. 
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During the open Annual Order Survey, SFAs may choose to allocate a portion of their USDA entitlement dollars to ordering fresh produce during the next school year. During the school year, SFAs order fresh fruit and vegetables in the USDA FFAVORS ordering system, which is separate from the WI USDA Foods Ordering System.
[bookmark: _Toc230361658]Orders for Direct Diversion Bulk and Cheese Rebate
Before the Annual Order Survey opens, SFAs contract with processors, brokers, or prime vendors and calculate their product needs for the next school year. When the Annual Order Survey is open, SFAs order bulk USDA Foods products that will be send to DPI-approved processors for further processing into end products. During the school year, SFAs order end products either directly from their contracted processor or indirectly from their commercial distributor that draw down the bulk pounds allocated.
[bookmark: _Toc230361659]Orders for Direct Delivery and State Processing Products
Throughout the school year, DPI will process SFAs’ orders monthly based on the Annual Order Survey and what products are in the State-contracted warehouse. From time to time, bonus USDA Foods or surplus USDA Foods may be offered.
Monthly, after DPI has processed SFAs’ orders, SFAs will view and print a copy of the following month’s order of Direct Delivery and State Processing products. If the SFA is using the State-contracted delivery system, the SFA will need to print a copy of the order to use when receiving the ordered USDA Foods. 
Below is the monthly timeframe for the monthly processing of Direct Delivery and State Processing Product Orders.
3rd – 10th of each month: If available, SFAs order bonus/fair share products or surplus products for the following month’s order.
10th – 15th of each month:	DPI processes monthly Direct Delivery and State Processing Product Orders based on the annual order survey, fair share, and bonus requests.
After the 15th of each month: SFAs view/print the following month’s delivery order.
During the school year, SFA requests may be adjusted or delayed due to agricultural industry availability. Infrequently, USDA is not able to purchase all USDA Foods that states and SFAs requested. If this occurs, DPI will adjust or delete SFAs’ Survey requests.
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In addition to USDA Foods received through placement of the USDA Foods Annual Order Survey, from time to time, USDA may offer additional USDA Foods, through agricultural surplus and/or availability of new USDA Foods. These USDA Foods may be offered as a draw down to entitlement, no entitlement balance needed, or as bonus. As available, these additional USDA Foods are offered to SFAs through a fair-share process in the Wisconsin USDA Foods Ordering System. The quantity of products offered is based on each SFA’s entitlement percentage of the state’s total entitlement and entitlement balance.
When these order opportunities occur, DPI emails instructions to SFAs since these opportunities do not come up very often.
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In addition to USDA Foods received through placement of the USDA Foods Annual Order Survey, surplus USDA Foods are available from time to time. These additional USDA Foods are available on a first-come, first-requested basis through the “Surplus Screen” of the Wisconsin USDA Foods Ordering System.
When these order opportunities occur, DPI emails instructions to SFAs since these opportunities do not come up very often.
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USDA pays for the value of the food, the initial processing and packaging of food, and for transporting it to a designated location. 
When Direct Delivery and State Processing products are delivered from vendors to the State-contracted warehouse, the food becomes the responsibility of the DPI. 
When applicable, SFAs are responsible for DPI administrative fees, storage fees, processing costs, and the delivery costs associated with ordering and receiving USDA Foods.
Administrative Fee – This is the amount charged to cover the basic costs associated with the DPI’s administration of the USDA Foods Program at the state level. This fee is applied to all USDA Foods except DoD Fresh Produce.
Storage Fee – This fee covers the DPI’s initial storage costs at the State-contracted warehouses for USDA Foods Direct Delivery and State Processing cases.
Delivery Fee – This fee is for SFAs that opt for DPI’s State-Contracted Delivery of USDA Foods Direct Delivery and State Processing cases.
Processing Fee – This fee covers the processing costs that DPI has paid the processor to take the bulk USDA Foods and turn them into finished end products and only is applied to SFAs receiving State Processing C Code products. 
The handling charge fees are established by DPI on a yearly basis by July 1. For current handling charges for receiving USDA Foods, refer to the DPI Product Lists, Values, and Fees webpage.
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For Direct Delivery and State Processing products, DPI fees will be automatically offset and taken from the monthly National School Lunch Program federal reimbursement claim. The reimbursement voucher will reflect the total amount of reimbursement claim, less the applicable fees.
For Direct Diversion Processing commitments (including the Cheese Rebate Program), the costs will be calculated annually, in August, for the upcoming school year. Any applicable costs will be automatically offset and taken from the monthly National School Lunch Program federal reimbursement claim. The reimbursement voucher will reflect the total amount of reimbursement claim, less the applicable fees.
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[bookmark: _Toc230361665]Delivery of DoD Fresh Produce Products
All DoD Fresh Produce will be delivered per information in the FFAVORS Ordering system by a USDA contracted vendor.
[bookmark: _Toc230361666]Delivery of Direct Diversion and Cheese Rebate End Products
SFAs must contract with a commercial distributor or directly with a processor for delivery of all Direct Diversion and Cheese Rebate processed end products.
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For USDA Direct Delivery and State Processing products, SFAs have two different options for receiving delivery. SFAs select the preferred method of delivery in February for the next school year when the annual USDA Foods Contract (School Food Authority Contract form) is submitted. SFAs have until the end of March to make any changes. Any commercial distributor selections must remain the same for the duration of the school year.
1.	State-contracted delivery option. Delivery is by a trucking company under sub-contract with the DPI-contracted warehouse facilities. Direct Delivery and State Processing Products are delivered once per month to one drop-off address per SFA. Deliveries occur September through May. The warehouse or trucking company emails the SFA contacts the delivery appointment date and approximate time. SFAs cannot delay delivery. Driver is responsible for pulling cases up to tailgate. The SFA must plan to have personnel available to receive truck and off-load cases from the truck. When Direct Delivery and State Processing products are delivered, the food becomes the responsibility of the SFA. Before opting for State Delivery, be sure to review “State Delivery – What to Know” and the State Delivery Procedures and Responsibilities on the DPI State Delivery webpage.
2.	SFA-contracted commercial distributor delivery. SFAs contract with a commercial distributor for delivery of USDA Foods. SFAs receive USDA Foods at the negotiated delivery frequency and addresses. The SFA-contracted distributor, at a minimum of monthly, must pick-up the SFA’s USDA Direct Delivery and State Processing products from the State-contracted warehouse and store the USDA Foods at the distributor’s warehouse. The SFA is responsible for negotiating the delivery schedule with the commercial distributor. The SFA will work with the distributor to determine when and what amount of each product is delivered. SFAs must contract with a commercial distributor for delivery of Direct Diversion or Cheese Rebate end products. When Direct Delivery and State Processing products are picked up by the commercial distributor at the state-contracted warehouse, the food becomes the responsibility of the SFA. Before opting for commercial distribution, be sure to review “Commercial Distribution Agreement between DPI and SFA on the DPI Commercial Distribution webpage.
[bookmark: _Toc230361668]State-Contracted Deliveries: SFA Delivery Receiving Procedures 
Delivery Notification for State-Contracted Deliveries
Warehouse typically will email the SFA Primary Contact by the end of the previous delivery month. The warehouse is responsible for notifying your agency of the delivery date and time, by email, no less than 48 hours before delivery. The delivery time is an approximate delivery time only. If the delivery date needs to change, the SFA will be notified of this change.
Agencies that have questions or concerns about their delivery schedule should contact Central Storage directly. Please contact the warehouse at:
Central Storage Warehouse
dpiorders@csw-wi.com 
In emergent situations on the day of delivery, 
call: 715-874-2951 ext. 1202 or 608-221-7611
Deliveries are made Monday through Friday, except on state legal holidays including Labor Day, Memorial Day, Presidents’ Day, Veterans’ Day, Thanksgiving, Christmas Eve, Christmas Day, New Year’s Eve, New Year’s Day, July 4th, Columbus Day, Good Friday, and Martin Luther King Jr. Day. Unless your agency and the trucking company mutually agree to an earlier or later time, deliveries are made between 6:30 AM and 3:30 PM. If the SFA is closed and no one will be available to receive USDA Foods, it is the SFA’s responsibility to email dpiorders@csw-wi.com and ask if an alternative delivery day is available.
The Emergency Food Assistance Programs (TEFAP) County Agencies receive delivery once a month, July through June, and are on the same delivery routes as the SFAs. 
The Summer Food Service Program (SFSP) receives delivery in June.
Delivery Address Changes
SFAs must enter the delivery address destination on the annual “School Food Authority Contract Form” in the WI USDA Foods Ordering System. Agencies that need to make a change to their delivery destination address during the school year must submit the delivery address change at least 45 days before the next delivery date.
SFAs are expected to follow the “State Delivery Receiving Procedures" when receiving USDA Foods.
Procedure for Reporting Delivery Discrepancies for State-Contracted Deliveries
A discrepancy is a difference between the amount that appears in the Received Qty column on the order form and the actual amount delivered. When a discrepancy occurs, the SFA is responsible for documenting the shortage, noting the discrepancy on the order, obtaining signatures on the order, and submitting the documented shortage to the DPI. The following outlines the correct procedure for handling delivery discrepancy(s).
1.	If any shortages or overages occur, the driver should be notified at the time of delivery, so that the error can be corrected immediately. Agencies should not accept any overages. Overages must be returned to the driver immediately.
2.	If the driver is unable to correct the discrepancy before the truck departs, note any discrepancy(s) on the order in the Received Qty column.
3.	The discrepancy must be noted on both the driver’s copy of the order and the SFA’s copy of the order.
4.	The order must be signed by both the driver and the agency representative receiving the delivery. The driver must also initial next to each discrepancy. If the trucking company can reconcile the discrepancy, they will contact your agency to resolve the discrepancy.
5.	If the trucking company is unable to reconcile the discrepancy, you will need to follow the procedures listed below:
a.	The discrepancy must be entered into the WI USDA Foods Ordering System. To receive the appropriate adjustments for this discrepancy, your agency must enter adjustments into the system by the 7th of the month following the delivery month (e.g., before October 7 for September deliveries). For instructions on how to enter the adjustment in the WI USDA Foods Ordering System, please refer to the WI USDA Foods Ordering System Instructions.
b.	Based on the submitted adjustments, the DPI will reconcile all discrepancies with the trucking company. If the trucking company disagrees with the discrepancy report, the trucking company will provide proof of delivery documentation to the DPI.
c.	Once reconciled and eligible for adjustment, your agency will receive the appropriate adjustments to your account (This includes both entitlement and applicable handling fee adjustments).
Procedure for Damaged Product for State-contracted Deliveries
All product cases should be inspected for any damage during delivery. If a product is damaged, the product must still be accepted. The following outlines the correct procedure for handling damaged product(s). 
1.	The driver should be informed during delivery of the damaged product(s).
2.	The damaged product(s) should be noted on the driver’s copy and the SFA’s copy of the order in the Received Qty column. The driver must also initial next to the damaged product notation.
3.	Both the driver’s copy and the agency’s copy must be signed by both the driver and the agency’s representative receiving the delivery. Keep the signed order on file for proof of damage discrepancy.
4.	The damage discrepancy must be entered into the WI USDA Foods Ordering System. To receive the appropriate adjustments for this discrepancy, your agency must enter adjustments into the system by the 7th of the month following the delivery month (e.g., October 7 for September deliveries). For instructions on how to enter the adjustment in the WI USDA Foods Ordering System, please refer to the WI USDA Foods Ordering System Instructions.
5.	Based on the submitted adjustments, the DPI will reconcile all discrepancies with the trucking company. If the trucking company disagrees with the discrepancy, the trucking company will provide proof of delivery documentation to the DPI.
6.	Once reconciled and eligible for adjustment, your agency will receive the appropriate adjustments to your account (This includes both entitlement and applicable handling fee adjustments).
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SFA-contracted Commercial Distributor Deliveries
SFAs may contract with a commercial distributor for delivery of USDA Foods. The SFA is responsible for negotiating a contract with a distributor following program procurement regulations. Only one distributor can be selected by the SFA to provide delivery of USDA Foods for Direct Delivery and State Processing Products. The following outlines the procedures for contracting with a commercial distributor for delivery of USDA Foods:
1.	Agency must follow procurement regulations and contract with a commercial distributor for delivery of USDA Foods. It is best practice to have your commercial distributor selected before the USDA Foods Annual Order Survey opens in February. The deadline to make any changes to your delivery selection is March 31 for the following school year. A template to assist in contracting with a commercial distributor can be found on the DPI website: Commercial Distribution. Please note: your agency may need to add SFA required language to the template. The template is not intended to be all inclusive.
2.	In February (for the following school year), SFAs must accept an agreement with the DPI for participation in commercial distribution of USDA Foods. This contract outlines the responsibilities of all parties involved. This agreement is accepted annually by agencies in the WI USDA Foods Ordering System on the “School Food Authority Contract Form”. This agreement only needs to be accepted by agencies opting to use a commercial distributor for delivery of USDA Foods. This contract does not need to be completed by agencies opting to use State-contracted delivery. A read-only copy of this agreement can be found on the DPI website: Commercial Distribution.
3.	By March 31 agency must designate which commercial distributor your agency has selected in the WI USDA Foods Ordering System. The instructions for designating a commercial distributor can be found in the WI USDA Foods Ordering System Instructions.
If your agency has contracted with a commercial distributor for delivery of USDA Foods, DPI is not involved in the verification, delivery, and receipt of USDA Foods. Therefore, your agency will be responsible for verifying the quantities of USDA Foods received against each monthly USDA Foods order as listed in the WI USDA Foods Ordering System. Therefore, each month, your agency should print a copy of the monthly order from the WI USDA Foods Ordering System and compare it to the USDA Foods products and quantities that are listed by your contracted commercial distributor. For details on accessing a copy of the order, please refer to the instructions in the WI USDA Foods Ordering System Instructions.
Delivery Discrepancies for Commercial Distributor Deliveries
If your agency has contracted with a commercial distributor for delivery of USDA Foods and is shorted product, your agency will need to resolve the shortage directly with the distributor. The DPI is not responsible for resolving commercial distributor shortages. As far as shortage resolution, your agency will need to refer to the contract that your agency has established with the distributor. Your contract should specify the procedure for shortage resolution.
Damaged Product for Commercial Distributor Deliveries
If your agency has contracted with a commercial distributor for delivery of USDA Foods and receives damaged product, your agency will need to resolve the damages directly with the distributor. The DPI is not responsible for resolving commercial distributor damages. As far as damaged product resolution, your agency will need to refer to the contract that your agency has established with the distributor. Your contract should specify the procedure for damage product resolution.
[bookmark: _Toc230361670]Storage Requirements
When an SFA signs the annual application agreement, the SFA agrees to provide and maintain proper storage and control of USDA Foods received to protect against theft, spoilage, damage, or other loss. USDA Foods cannot be stored in private homes or be used for private consumption. If an SFA possesses or is found to possess out-of-condition USDA Foods, the SFA must follow proper disposition instructions as provided by DPI.
[bookmark: _Toc230361671]Single Inventory Recordkeeping System to Accommodate Commercial Labels on USDA Foods
USDA allows contracted vendors to utilize commercial labels on USDA Foods. With the loss of visual identification of USDA Foods, it is difficult for SFAs to identify inventory of USDA Foods separate from purchased products. Therefore, since August 1, 2002, USDA has granted Wisconsin a waiver from the regulation that requires participating agencies to maintain a separate USDA Foods inventory and accounting system, and from the regulation that requires the DPI to annually monitor each agency’s USDA Foods inventory. This waiver allows participating agencies to use a single inventory recordkeeping system that includes both commercially purchased products and USDA Foods. Refer to the Memo Single Inventory Recordkeeping System on the DPI webpage: Regulations and Policy Memos. 
[bookmark: _Toc230361672]USDA Foods Product Complaints
When a SFA has concerns about the quality of a USDA Foods received, the USDA Foods Complaint Form (PI-6005 – Revision Date: 08-2020) should be completed and submitted to DPI’s USDA Foods Team. Quality concerns can include such things as a foreign object in a USDA Foods, and the color, texture, or palatability of a USDA Foods. Only complete the complaint form if the complaint is quality related. Do not complete the form if you received damaged product(s). Damaged product(s) is a warehouse/delivery issue and not a USDA complaint issue.
Since commercial labeling of USDA Foods will make it more difficult to identify USDA Foods, agencies will need to contact the distributor/manufacturer to verify the origin of the product (commercial versus USDA Foods) prior to submitting a complaint form. 
If the product of concern is a USDA Food, complete the complaint form. One copy of the completed complaint form should be retained for the SFA’s files and the other copy should be emailed to the DPI. The DPI will review the complaint and take the necessary action. A copy of the complaint form can be obtained from the DPI USDA Foods webpage: Complaint Form. 
[bookmark: _Toc230361673]Disaster Feeding Relief
The USDA, Food and Nutrition Service (FNS) is the primary agency to identify, secure, and arrange for food assistance to affected areas following a major catastrophic disaster or emergency requiring a federal response. This is achieved by providing disaster food supplies to designated disaster staging areas and/or authorizing the issuance of disaster food stamps.
USDA, FNS provides donated food assistance to State Distributing agencies in instances in which the President has declared a disaster, and in situations of distress.
In both instances where the President has declared a disaster and in situations of distress not declared by the President to be a disaster, State Distributing Agencies are responsible for coordinating and monitoring the distribution of food to disaster relief organizations. SFAs, both public and private, may also act as disaster relief facilities or as sources of food for disaster relief agencies. For further details on disaster relief procedures, please refer to the Disaster Relief Manual located on the DPI website: Regulations and Policy Memos. 
[bookmark: _Toc230361674]Food Safety Holds and Recalls
When a USDA Food is potentially hazardous or has not been produced according to USDA’s bid specifications, it may be placed on hold or recalled by USDA. Temporary holds are imposed to allow for further testing and to ensure that the USDA Food meets specifications. Recalls are the result of a USDA Food not meeting USDA’s bid specifications, contamination, infestation, or other health or safety concerns. USDA initiates all holds or recalls. The DPI will contact all affected SFAs for notification of the hold or recall by email or telephone. Email will be the primary method of contact. Such notification will identify the USDA Food and other product information to assist agencies in identifying the involved product. All products identified should be isolated and placed “on hold.” The DPI will additionally notify all involved SFAs of disposition instructions and provide additional information as necessary. Further details refer to the DPI webpage Holds and Recalls, Wisconsin’s Hold and Recall Decision and Notification Process. 
[bookmark: _Toc230361675]Training Opportunities
Throughout the year, the Wisconsin DPI USDA Foods staff provides timely USDA Foods topic specific training sessions. Refer to the list of upcoming Wisconsin USDA Foods training sessions available on the DPI USDA Foods webpage: Trainings.
Training resources are available on the USDA Foods section of the DPI School Nutrition webpage: School Nutrition Online Learning.
[bookmark: _Toc230361676]Program Termination
Occasionally an agency decides to stop participating in the USDA Foods Program or a SFA physically closes. When this happens, an agency must notify the DPI Bureau of School Nutrition, on SFA letterhead, and include the date of termination. Agencies are responsible for paying any DPI fees that have already been incurred.
[bookmark: _Toc230361677]Frequently Asked Questions and Resources
Who participates in and orders USDA Foods? 
Ninety six percent of Wisconsin School Food Authorities (SFAs) order USDA Foods. The USDA Foods Program is one of the benefits of participating in NSLP. 
What are some benefits of ordering USDA Foods?
•	USDA Foods are a great cost savings. Every dollar’s worth of donated USDA Foods used in a school menu frees up money that would otherwise be spent on commercial food purchases. 
•	Saves staff time on purchasing food, because USDA does the procurement, contracting, and purchasing of USDA Foods for SFAs. USDA ensures the USDA Foods that are purchased meet the NSLP’s Buy American requirements.
•	USDA chooses products that meet dietary guidelines, have nutritional value, and taste good.
How can I find out what my expected USDA Foods orders are for the school year?
•	Login to WI USDA Foods Ordering System.  
•	Refer to DPI’s Ordering System webpage, “Guides and Instructions”, the Surveys tab: Expected Orders section. 
•	Need help logging in? Call (608) 267- 4598 or email dpisnusdafoods@dpi.wi.gov.
I still have entitlement to spend down this year. Are there more ordering opportunities?
•	When there are any ordering opportunities, DPI emails the primary contact listed in the Ordering System. The email will include ordering instructions. 
•	DPI strongly recommends SFAs plan to spend all entitlement during the Annual Order Survey. After the Survey closes, DPI may open other opportunities from time to time, but the variety and number of products are very limited.
How do I get emails from DPI about USDA Foods?
•	Login to WI USDA Foods Ordering System.  Click on the Application tab.
•	Refer to DPI’s Ordering System webpage, “Guides and Instructions”, the Application tab section. Follow the instructions on how to update the Primary Contact. 
•	The Primary Contact is the person that receives WI DPI USDA Foods emails. The Primary Contact is responsible for sharing email notifications with other staff.
When is the next Wisconsin USDA Foods Annual Order Survey?
•	DPI’s USDA Foods Annual Order Survey opens in February and only stays open for two to three weeks. The primary contact will receive emails with ordering information in January. 
•	DPI strongly recommends SFAs plan to spend all your entitlement during the Annual Order Survey.
Another school or company orders our USDA Foods for our SFA. What are my tasks regarding USDA Foods?
•	SFAs that have Food Service Management Companies or Joint or Vended Meal Agreements are responsible for confirming that their SFA is receiving credit for the value of the USDA Foods Program and DPI’s fees from those food service partners. Also, these SFAs are responsible for completing the Application tab and accepting any applicable agreements on the Application tab in the Ordering System.
What products should I order while the Annual Order Survey is open?
•	DPI offers five entitlement spending options during the Annual Order Survey: Direct Delivery, State Processed, USDA DoD Fresh Produce, Direct Diversion Processing, and Cheese Rebate.
[image: Image of representations of the entitlement spending options, image of an open case representing Direct Delivery (Brown Box), image of state of Wisconsin representing State Processing C-Codes, image of apple and carrots representing USDA DoD Fresh Produce, two opposing arrows representing Direct Diversion Processing, and a slice of cheese representing Cheese Rebate]
•	For all your ordering options, and lists of products, go to the DPI Annual Order Survey webpage. You can navigate to ordering options and product descriptions from there.
•	Review menu planning, inventory, and the USDA Foods lists. What USDA Foods items can easily fit into your menus? What items offer the most value compared to commercial prices? Which products are versatile and can be used for more than one menu item? 
•	Look at previous ordering history. Login to the WI USDA Foods Ordering System. Click on the Survey tab. Change the program year to review the ordering history.
•	Evaluate how current products are received by students and make changes to other products as needed.
I’m new, and the previous Food Service Director ordered Direct Diversion (in bulk pounds), what do I need to do?
•	Call your prime vendor! Ask for your product lists. Ask how to place orders each month. Make sure vendor explains how to enter orders for the discounted USDA Foods products instead of full price commercial. Ask how far in advance you should submit orders for different products. Ask if there are order and delivery drop minimums. 
•	Sign up for access to K12FoodService and/or ProcessorLink. At least once per month, login and track your USDA pounds usage and balance for the year. Review your beginning pounds balance by product and processor. Plan to have balances at zero by end of school year. If you are having trouble using up your pounds, call your vendor or broker to adjust your order plan. 
•	Read your vendor contracts and procurement materials (the base contracts, not just the renewals).
What are my primary tasks for USDA Foods this year?
· Mark your calendar with the monthly tasks listed on the DPI USDA Foods Timeline. 
When do I start planning for the next school year?
•	We recommend you start planning for the next school year in November. Watch for emails from our team with reminders, training opportunities, and links to resources. 
o	Review the most current DPI and USDA Foods Products and Price Lists. 
o	Think about your menu goals and how to adjust your USDA Foods order.
o	If you have any procurement to do (for prime vendor, commercial distributor, or direct to processor), this is the time to start. You’ll need award decisions made by mid-February when the DPI USDA Foods Annual Order Survey opens.
o	Review your contracts for renewal and finalize any changes by mid-February when the DPI USDA Foods Annual Order Survey opens.
o	If you are planning for Direct Diversion, this is when DPI posts the list of eligible products and processors. 
o	This is a great time to do student taste tests.
How do I stay current on tasks and training related to the USDA Foods program? 
•	Attend USDA Foods Networking and Training Events. These events cover program and policy updates, time sensitive reminders, and a focus topic training session. For a listing of future dates, training topics, and live event links, visit DPI USDA Foods Training webpage. 
[bookmark: _Toc230361678]Questions? 
Contact us at:  dpisnusdafoods@dpi.wi.gov  or call 608-267-4598.

[bookmark: _Toc230361679]Nondiscrimination Statement for USDA Child Nutrition Programs
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), disability, age, 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 responsible state or local agency that administers the program or USDA’s TARGET Center at (202) 720-2600 (voice and TTY) or 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/ad-3027.pdf, from any USDA office, by calling (866) 632-9992, 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 USDA by:
mail:
U.S. Department of Agriculture
Office of the Assistant Secretary for Civil Rights
1400 Independence Avenue, SW
Washington, D.C. 20250-9410; or
fax:
(833) 256-1665 or (202) 690-7442; or
email:
program.intake@usda.gov

This institution is an equal opportunity provider.
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