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1. Warehouse Introduction
2. Allocations
3. Orders
4. Delivery/Pick Up
5. Storage
6. Losses
7. Important Dates
8. Questions



Warehouse 
Introduction

REGION 8

Presenter
Presentation Notes
Mention new RFP and need for language revision (broaden appeal for bidders)



Presenter
Presentation Notes
Region 8 is highlighted in lavender. To find the list of counties in each region please visit squaremeals.org. To navigate to the page, access squaremeals.org and click on Food Distribution Program for NSLP link, then the Contracted Warehouses link.



Region 8 Contact Information

 Central Texas Food Bank
6500 Metropolis Dr
Austin, TX 78744

 NSLP Coordinator
Stephanie Messina
smessina@centraltexasfoodbank.org
O: (512) 684-2101
F: (512) 282-6606

Presenter
Presentation Notes
The warehouse vendor awarded the bid for FDP Region 8 for SY 2022 is the Central Texas Food Bank.  Here is their contact information.Your warehouse contact information is also located on the righthand side of your Weekly Commodity Bulletin.Although Central Texas FB is the same vendor you have worked with for SY21, the RFP provided an opportunity for bidders to respond with a whole different structure to their service model and package. Therefore, the following slides will break down what Central Texas FB bid within the RFP and will illustrate changes to look ahead to for SY22.



Region 8 Rate Schedules

Number of 
Cases SY22 Rate

1 7.34

2 6.67

3 6.17

4 5.76

5 5.47

6 5.21

7 5.21

8 5.01

9 5.01

10 5.01

… …

2000+ 3.43

Delivery Fees
• Charged on per case rate
• No delivery minimums

• Pickup Fees: $2.00 fixed per case rate

• Subsequent Deliveries within a month
• 20 case min <100 miles
• 40 case min >100 miles

• Refer to SquareMeals.org for complete rate 
schedule

Presenter
Presentation Notes
Go over the slideYou can work with your ESC to find a strategy for ordering more efficiently while also meeting your menu planning needs.  The full rate schedule list can be found in the Contracted Warehouses section in squaremeals.



Region 8 Rate Schedules

Storage Type SY22 Rate

Dry 1.00

Cooler 1.20

Freezer 1.50

Private Storage Fees

• Fixed per case rate
• Short Term fees: case 

rate x1
• Long Term fees: case rate 

x2
• Short term: 46-180 days
• Long term: 181 or more



Region 8 Invoicing

ALL Invoicing handled by Warehouse directly – NOT in TX-UNPS

 Delivery Invoicing
 Payments due within 45 days

 Private Storage Invoicing
 TDA sends reports to Warehouse on 1st of each month

 Warehouse sends invoices to CE by 5th of each month

Presenter
Presentation Notes
You will receive an invoice for the orders after they are delivered. Payments should be made within 45 days of receiving an invoice. Invoicing for delivery fees will no longer be calculated in TX-UNPS, and therefore will not be visible in the system. 



Allocations

Presenter
Presentation Notes
For the following slides, we wanted to provide a refresher on how regular USDA Foods, also known as brown box, Farm to School and processed end products are allocated to CEs.



When + What
 TDA runs allocations every 

Tuesday and Thursday afternoon

 All items received at warehouse 
since the last allocation

 Based on survey requests

 Aim for month requested

 Automated email notification

 Summary of allocations in 
Weekly Commodity Bulletin

 Expected upcoming allocations

How will I know?

Presenter
Presentation Notes
TDA aims to allocate items in the months they were requested. However, some items have limited delivery time windows during the year, meaning we may only receive a truck of that item once or twice in a year. Unfortunately, this means there are times when you may receive the annual amount in one allocation. Otherwise, the product may not get allocated at all.Any items not allocated out to CEs are moved to Surplus Inventory and can be added to any order using your remaining entitlement.If you are allocated any items, the contact(s) listed in your TX-UNPS contract packet will get an automated email notice that a new allocation was made.The Weekly Commodity Bulletin report allows you to see all the items you have been allocated that are not yet ordered. At the bottom of the Weekly Commodity Bulletin, you can view expected upcoming allocations based on the deliveries scheduled to arrive at your warehouse. Click “Export to Excel” to download a spreadsheet of the specific items and quantities expected.



Farm to School
 Pre-allocated on Tuesday

 Exact amount requested

 Must be ordered in full on next order

 Allocated on arrival

 Exact amount requested

Processed Items

Presenter
Presentation Notes
Pre-allocated to allow CEs enough time to place on their next available delivery period, which should be the following week.*exact amount unless damages/shortages



Orders

Presenter
Presentation Notes
Now that product has been allocated, how do CEs get it? It starts with the creation of CE Delivery Orders in TX-UNPS. The next slides will highlight important things to note regarding CE Delivery Order management.



Ordering Your Allocations
 Items can be ordered as soon as you are notified of an allocation

 Any future delivery date

 Already have an Open Order? Modify it!

 Ordering deadline – 72 hours before delivery date

 Want more commodities? Check for Surplus

Presenter
Presentation Notes
The deadline includes weekends and is in place to allow the warehouse enough time to process and pull the order.  You can view items available for ordering by viewing your Weekly Commodity Bulletin or starting a new Open Order.



Farm to School + Fresh Produce
Farm to School (FTS): Pre-allocated in exact amounts

Fresh Produce: Allocated on Tuesday/Thursday in fair share amount

 Place on NEXT order
 Modify if Open Order exists

 Warehouse can add to next order and notify you

 CEs are responsible for ordering FTS/Fresh Produce timely

 No entitlement or reimbursement for losses due to spoilage

Presenter
Presentation Notes
As mentioned, Farm to School items are pre allocated in the exact amounts requested. Fresh Produce items are allocated on Tuesdays/Thursdays along with all other brown box items. CEs are responsible and liable for ordering short shelf-life items timely that have been allocated to them.  CEs will not be reimbursed entitlement or replacement product for losses resulting from not ordering product timely. 



Modifying 
Orders

1. View Open Orders

2. Find date/delivery 
location you want to 
add to

3. Click “Modify”

4. Add allocated or 
surplus items

5. Click “Save”

Presenter
Presentation Notes
The function of modifying CE Delivery Orders is available for CEs and is very useful for creating a streamlined and efficient delivery process for all involved.To modify an order, simply access the Open Orders link and any orders previously created but still in the “Open” status will populate. An order in ‘Open’ status means an order placed that the warehouse has yet to process out in the system. Under Actions, you’ll see the Modify link.



Modifying 
Orders

 Reduces delivery fees

 Reduces Warehouse 
processing

 More flexibility for 
new allocations

 Remove unwanted 
cases from orders

 72-hour cutoff applies

Presenter
Presentation Notes
Modifying an existing order can save you on delivery fee charges. For example, if School A had an open order for delivery of 9 cases and created an additional order to go to the same location for an additional 6 cases, the school could be charged two fees each under the 1-10 case rate. If the same school simply modified the existing order to make it a total of 15 cases, the charge would be applied against the case rate for 11-20 cases, typically less than the 1-10 case rate.



Delivery/Pick Up

Presenter
Presentation Notes
The next logical step in the process after CE Delivery Orders are created by the CE and processed by the warehouse is the actual physical exchange of USDA Foods between the two. In this next section, we’ll discuss what should transpire during a delivery and/or pickup exchange.



Delivery Schedules

 Work with warehouse to 
set your delivery schedule

 Effective throughout year

 Monday through Friday

 Delivery Sites
 addresses + site names

 delivery notes

Presenter
Presentation Notes
First and foremost, delivery schedules need to be set before deliveries can occur!In April or May of each year, you will work with the warehouse to set a delivery schedule for the next school year. The warehouse has the final authority for setting their delivery route schedules. Once the delivery schedule is set, you will be able to select a delivery date within that schedule for each order you place.This schedule is effective throughout the year (including summer months and holidays) unless otherwise arranged. During the initial set up, the warehouse will receive a list of your delivery sites including the addresses and directions to the sites. These sites will be listed in TX-UNPS and can be selected when placing an order. If you wish to have deliveries made to more than one location, a separate order has to be made for each stop. (Note: this may result in higher delivery fees). 



Delivery Schedules: Making Changes

 Site and schedule changes 
during year

 Coordinated with warehouse

 Delivery Location template

 TDA adjusts TX-UNPS

Permanent One-Time
 School closure, holiday, no 

storage space, etc.

 Notify warehouse AT LEAST 
72 hours before delivery

 No notice? Delivery fees 
may apply

Presenter
Presentation Notes
Any changes to a delivery schedule, whether to a set or permanent schedule or a one-time/special adjustment, will need to be coordinated with your state contracted warehouse. The delivery location template, found here: (squaremeals link), will need to be completed by the CE and warehouse. Once the form is complete, TDA will make the adjustments in the system. If the warehouse does not receive notice and a delivery attempt is made, you may still be charged delivery fees for the full order. It is important to designate someone from your school that will contact the warehouse in the event of an unexpected closure.

https://squaremeals.org/Programs/FoodDistributionProgramforNSLP/AdministrationForms.aspx


Receiving Your Delivery
 Appointment scheduled between 6:30 AM and 2:30 PM

 Dropped at designated spot

 Examples: grocery walk-in, freezer, dry storage

 Drivers do NOT stock shelves or rotate stock

 BOL Verification
 Verify types, amounts, and quality of items received

 Document any differences – do NOT keep overages

 Damages/unfit for use? You can reject.

 Sign both copies and keep one for your records

Presenter
Presentation Notes
-Go over slide-Mention drivers should be giving CEs ample time to verify the accuracy of the order.



Picking Up Your Order
 Appointment scheduled at least 48 hours in advance

 Specify items and quantity

 Warehouse will load vehicle/truck

 Pick up fees apply

 BOL Verification
 Verify types, amounts, and quality of items received

 Document any differences – do NOT keep overages

 Damages/unfit for use? You can reject.

 Sign both copies and keep one for your records

Presenter
Presentation Notes




Storage

Presenter
Presentation Notes
We previously went over storage rates established by the awarded warehouse bid. The following slides will cover the private storage timeline as it pertains to the Central Texas Food Bank and how and where you can track and manage the storage of your allocated USDA Foods.



Private Storage Timeline

Date of Allocation Free Storage Short Term Storage Long Term Storage

Day 0 Day 1 
to 45

Day 46 
to 180

Day 
181+

Case 
rate x1

No 
charge

Case 
rate x2

Presenter
Presentation Notes
If you don’t put your allocated USDA Foods on an order as they become available, the items will be held in the warehouse’s storage. The first 45  days of storage are free. For example, if USDA Foods are received at the warehouse on Monday and allocated to you on that Tuesday, Day One of the 45-day free storage period is Wednesday. After the first 45 days, you will start to be charged for storage fees.On the 46th  day after allocation, the cases will go into Short Term Storage, and you will be charged a per case rate. On the 181st day after allocation, the cases will fall into Long Term Storage and the per case rate will double. The per case rates vary depending on which warehYou will receive an invoice from the warehouse by the 5th calendar day of the month if you have cases in Short and/or Long Term Storage.



Tracking 
Storage
 More time in storage = 

more storage fees

 Track in Weekly 
Commodity Bulletin

 Use within 6 months

 Risk of expired items

 Can’t use something?
Contact your ESC

Presenter
Presentation Notes
According to USDA policies, food should be utilized within 6 months of delivery. However, the longer you leave cases in the warehouse, the more private storage fees you will pay. You also run the risk of the items expiring. You can keep track of the items you have in storage by reviewing your Weekly Commodity Bulletin. If you will not be able to use the items you have in storage, you can contact your ESC to learn more about transferring the items to another school that may be able to use them.The cost you see listed in the Weekly Commodity Bulletin is the Entitlement Cost of the items. This is NOT the storage cost. 



Losses

Presenter
Presentation Notes
Losses of USDA Foods that occur at a state-contracted warehouse must be reported to TDA, and potentially USDA. We’ll go over the various types of losses, how those losses may impact a CE, and finally, speak in depth on a particular type of loss that CEs may be held liable.



What if my USDA Foods are 
DAMAGED while in storage?

LOSS
OCCURS

Reported 
to TDA in 
24 hours

TDA Updates Available 
Inventory in TX-UNPS

1. Surplus Inventory

2. Allocated Inventory

3. Open Orders

4. Processed Orders

Possible Reimbursements:
• Credit
• Check
• Return of Entitlement

Presenter
Presentation Notes
Warehouses are required to report any losses or damages of USDA Foods to TDA. 	- physical damage	- concealed damage	- inventory control error	- fulfillment error – CE plays important role in this by verifying BOLs, not accepting overages, etcUnfortunately, if the lost items cannot be removed from surplus inventory, there are some instances where the items must be removed from a school’s allocations or orders. CEs may receive a credit, check, or return of entitlement depending on the nature of the loss.



What if my USDA Foods 
EXPIRE while in storage?

No Reimbursement

Losses over $500 may require Corrective Action Plan

 Brown Box Items

 Processed Items

 Fresh Produce Items

Presenter
Presentation Notes
What if my USDA Foods expire while in storage?If an item was allocated and remains in storage long enough to reach its expiration date, you will not be reimbursed for the expired items. This applies to regular shelf stable (canned, dry, etc) items, processed items, and fresh produce items. Losses may be reported to USDA and TDA may issue a Corrective Action Plan to CEs to correct such issues.



SY 2021-2022 
Important Dates



SY 2021-2022

Late July
First allocations

December 20-31
Mid Year Count – TX-UNPS Closed

Late April
Last Deliveries to Warehouse

Late May and June
Annual Inventory Count – TX-UNPS Closed 
during week of count



Questions?

MORE QUESTIONS?
If you have questions about the NSLP program, USDA Foods, TX-
UNPS, or anything else that was not covered or that comes up 
throughout the year, please contact your ESC representative.



In accordance with Federal civil rights law 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 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: How to File a Complaint, 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.

tel:800-877-8339
https://www.usda.gov/sites/default/files/documents/USDA-OASCR%20P-Complaint-Form-0508-0002-508-11-28-17Fax2Mail.pdf
https://www.usda.gov/oascr/how-to-file-a-program-discrimination-complaint
tel:202-690-7442
mailto:program.intake@usda.gov
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