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CSFP Overview
• Regulated, federally funded USDA program
• 30 lb. box of shelf-stable foods and USDA cheese 

delivered monthly
• Partner agencies must have a minimum of 24 qualifying 

participants to start the program
• Sites are assigned a set caseload and are required 

to distribute 100% of the caseload each month
• Partner agencies can determine their service area
• Participants requirements:

• Must be at least 60 years of age
• Must be a resident of Oklahoma within agency’s 

service area and provide identification
• Household income must not exceed 150% of 

Federal Poverty Level Guidelines
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Income Eligibility 
Guidelines
• One of the factors used to 

determine eligibility for CSFP
• Participants’ income must not 

exceed guidelines
• 150% of Federal Poverty 

Income Guidelines
• Guidelines are for calendar 

year
• Updated annually in 

January/February
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CSFP Process

ClientsPartner 
AgencyRFBODHS USDA



6

CSFP 2-Year Timeline
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Certification Process
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2-Year Application

• PAGE 1 WRITTEN NOTICE OF 
BENEFICIARY RIGHTS

• Should always be first page
• The applicant will remove this page and 

keep for their records
• It is not meant to be turned into the CSFP site

• Everyone who applies for CSFP must 
receive the Written Notice of Beneficiary 
Rights

• If printing the application front/back, print 
this page separately to avoid having 
anything on the back

PAGE 1
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2-Year Application

• PAGE 2 COMPLETED BY APPLICANT
• Senior will add their information to the 

second page of the application
• Residency and income are self-declared in 

Oklahoma
• Participants must report changes to either within 

10 days after the change becomes known
• Senior can add proxy information, 

designating individuals who may pick up 
their CSFP box/cheese

• Not required to list a proxy
• Can request to add proxies to application at any 

time
PAGE 2
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2-Year Application

• PAGE 3 COMPLETED BY APPLICANT
• The Non-Discrimination Statement must be 

included on all CSFP documents
• Senior is required to read and 

acknowledge the CSFP authorization 
before signing

• If the individual is unable to read, the agency 
must read the information to them

PAGE 3
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2-Year Application

• PAGE 4 COMPLETED BY AGENCY
• Agency staff will review application to 

ensure it is:
• Legible

• Confirm the contact info – a reliable phone 
number is important!

• Fully completed, check for signature
• CSFP Coordinator will process the 

application by checking the senior’s age, 
address and income written on page 1

• Applicant must provide ID at time of application!
• This determines if applicant is eligible PAGE 4
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2-Year Application

• PAGE 5 COMPLETED BY AGENCY
• First year of the participant’s CSFP 

distribution is recorded each month
• The distribution month, date, and a signature is 

required when a senior picks up their box
• Trained CSFP staff can sign on behalf of the 

participant if verbal consent is given
• If senior doesn’t pick up box, write “NO SHOW”

• The verbal recertification is completed 
annually after receiving the updated CSFP 
income guidelines, typically in February

• CSFP staff will review information with each 
participant and sign application

PAGE 5
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2-Year Application

• PAGE 6 COMPLETED BY AGENCY
• Second year of the participant’s CSFP 

distribution is recorded each month
• After 2 years on the program, participants 

must be recertified for CSFP
• Participants will complete a new 2-year 

application and the CSFP coordinator will 
process the application again

• CSFP sites must notify participants in writing 
that they are due for recertification at least 15 
days before the end of their certification period

PAGE 6
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Active List

• Agencies are assigned a set caseload (24 minimum) and certify 
eligible applications to create an active list equal to their caseload

• When caseload is met, additional eligible/certified applicants go on the waitlist
• Spouses in a household can each receive a senior box if their 

combined income is within the guidelines, but they need to fill out 
separate applications

• Keep active list applications in alphabetical order for convenience 
and efficiency at monthly pick-up

• If an active participant misses CSFP box pick-up for two consecutive 
months, they are terminated from the program and are replaced with 
an applicant from the waitlist
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Waitlist

• When caseload is met, eligible applicants are certified and 
placed on the waitlist

• Confirm a reliable contact number!
• Explain to applicant that they are on the waitlist and can receive a 

box on temporary/on-call basis when available until there is an 
opening in the caseload

• Keep waitlisted applications in the order they are received 
and call individuals in the same order

• When there is an opening in the agency’s caseload, the first 
individual from the waitlist becomes an active participant
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Waitlist

• Waitlisted applicants can also pick up a CSFP box/cheese on a 
temporary basis

• When active participants do not show up for their box/cheese within 
distribution window, waitlisted individuals are called

• If agency tries to contact a waitlisted senior for two consecutive 
months with no luck, they can remove that individual from their 
waitlist

• Remove application from others waitlisted and make a note on their app 
that attempts to contact were made but there was no response

• Be sure to keep application for records and/or to reference the note if senior 
returns to check where they are on the waitlist

• The senior can reapply for the program and be placed at the bottom of 
the waitlist
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Homebound Participants

• Homebound deliveries are not 
required but are permitted if 
staff/volunteers are available

• A proxy designated on the 
CSFP application can come to 
agency, sign for and collect 
box/cheese to take to 
participant

• Agency staff/volunteer can take 
application and box/cheese to 
participant at home and get 
signature

• Must be listed as proxy on app

GREAT WAY TO ENSURE 100% DISTRIBUTION!
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Intake Reminders

• When a senior applies for CSFP, that individual’s ID needs to be 
checked by agency staff

• ID can be a driver’s license or other state/tribal/miliary-issued ID
• Can also be a non-photo ID as long as it shows the applicant’s name and 

DOB
• Birth certificate
• Medicaid/Medicare cards

• If a person brings CSFP application on behalf of a senior, the 
agency staff must check the senior applicant’s ID (not the person 
submitting the application)

• The person can bring the senior’s physical ID, take a picture of the ID, or 
bring a copy of the ID
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Intake Reminders

• During the intake process, it’s a good idea to ask applicants if 
they are currently picking up a senior box from another location

• CSFP participants cannot receive benefits from two separate sites
• Contact nearby CSFP site coordinators to confirm info

• It’s great to know the staff/volunteers at other CSFP partner agencies!
• If a certified participant relocates to another area with CSFP site, 

the agency should call the CSFP site near the participant’s 
anticipated new home

• The participant should be placed at the top of the new site’s waitlist or 
given a slot on the active list if there’s an opening
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Notice of 
Certification or 
Waitlist Placement
• Completed by CSFP agency 

coordinator and issued after 
processing applications of eligible 
seniors

• Not required to be provided in 
writing but certified applicants must 
receive the following info either in 
writing or verbally within 10 days of 
application:

• Time and location of CSFP distribution
• Method of distribution
• Length of certification period

NON-DISCRIMINATION 
STATEMENT ON PAGE 2

2 PAGES
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Notice of Ineligibility
• Completed by CSFP agency 

coordinator and issued after 
processing applications of 
ineligible seniors who do not 
qualify due to:

• Income
• Age
• Residency not within service area

• Ineligibility status must be provided 
in writing within 10 days from the 
date of the application

• All denied applications must be 
kept for 4 years

NON-DISCRIMINATION STATEMENT 
CONTINUED ON PAGE 2

2 PAGES
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Notice of 
Discontinuation
• Completed by CSFP agency 

coordinator and issued when 
current participants are terminated 
from the program

• Make sure to select box for RFBO 
and sign

• Participants being terminated from 
the program must receive notice in 
writing at least 15 days before the 
effective date of discontinuance

• All terminated applications must be 
kept for 4 years

NON-DISCRIMINATION STATEMENT 
CONTINUED ON PAGE 2

2 PAGES
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Delivery Details

• Designated delivery day and time each 
month

• Direct delivery or drop site
• Drop sites are a communal location where multiple 

agencies gather to pick up their individual deliveries 
from the RFBO truck

• Truck has a window around the delivery time to 
allow for traffic, construction, etc.

• 15 minutes before scheduled time
• 30-45 minutes after scheduled time

• If the delivery will fall outside of the window, the RFBO 
truck driver will either contact the agency directly or 
ask the Customer Service Team to do so
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Delivery Details

• Equipment
• Truck drivers will unload with a pallet 

jack
• Agency may need a dolly, pallet 

jack, flat bed trailer, etc.
• Volunteers

• Have them ready to go
• All agencies receive an 

automated invoice before delivery, 
but CSFP is no cost to partners

• Mainly serves as a receipt to review 
and make sure everything looks 
correct

DELIVERY QUESTIONS 
OR ISSUES?
CONTACT 

CUSTOMER 
SERVICE!
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9 Day Distribution 
Policy
• Used to accomplish 

distribution in a timely manner
• CSFP boxes must be 

distributed before monthly 
report is due

• 100% CSFP box distribution is 
required

ULTIMATELY, ALL SENIOR BOXES MUST BE 
DISTRIBUTED AND THE REPORT MUST BE 
SUBMITTED BY THE END OF THE MONTH
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Distribution

• CSFP sites establish their 
distribution schedule

• Limit distribution days (no more 
than 5 days for active list)

• Have set times
• Participants may need reminder 

phone calls after distribution day
• Allow time (one or two days) for 

them to pick up their boxes
• Set up a system that works for 

you
• Binder with alphabetical tabs
• Excel spreadsheets

• Create pick-up reminders to 
either attach to boxes or hand 
to participants when they 
collect their boxes
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CSFP Binder

• Created by RFBO staff and 
provided at initial CSFP 
agency training or before first 
delivery

• Contains informative material 
and master copies of required 
program documents covered 
in this training

• Digital versions of CSFP 
documents are on RFBO 
website

• Binder includes but is not 
limited to:

• Program overview
• Distribution documents
• Policies
• Participant lists
• Written notices
• Monitoring forms
• Civil Rights

GREAT ORGANIZATION JUMPING OFF POINT, 
BUT FEEL FREE TO FIND A SYSTEM THAT 

WORKS BEST FOR YOU!
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Reporting, Surveys, Monitoring
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Monthly Reporting
• Monthly report is due 9 business days 

after CSFP delivery
• Report is in Microsoft Forms

• Submitted via link provided
• Data reported includes but is not 

limited to:
• Total number of boxes received/distributed
• Total number of boxes transferred to/from 

another CSFP site
• Total number of boxes remaining after 

distribution
• New active participant info, terminated 

participant info, number on waitlist
• New active does not include temporary 

waitlist pick-ups
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Dual Participation

• Participants cannot receive 
senior boxes from two CSFP 
sites at the same time

• Agencies report new active 
participants and terminated 
participants each month to track 
potential dual participation

• Should dual participation occur, 
the participant must be 
terminated from the program and 
notified in writing (Notice of 
Discontinuation)
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Annual Surveys

• Race and Ethnicity Survey
• Required
• Based on distribution numbers in 

April
• Data collected by agencies after 

completing monthly distribution 
then submitted to RFBO

• Nutritional Survey
• Optional
• Distributed to participants in fall
• Completed surveys returned to 

agencies then submitted to RFBO
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Monitoring

• RFBO monitoring
• DHS monitoring

• Civil Rights compliance
• Occurs every two years
• Scheduled in advance

• No surprise visits!
• Copies of the monitoring 

forms are in CSFP binder 
for reference
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Civil Rights

• DHS Civil Rights PowerPoint Training
• Required annually
• Initial training provided by RFBO
• Partners are responsible for training new site 

coordinators and team members prior to CSFP 
distribution and reviewing every year

• Civil Rights Training Certification Log signed to 
document completion

• Green “And Justice for All Poster” must be 
posted in visible location at distribution site

• Must be current green/white poster with USDA 
Building not the Statue of Liberty

MUST BE 
OFFICIAL 

SIZE
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Food Safety and Resources
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Food Safety

• CSFP boxes must be kept at 
least 6 inches off ground and 
2 inches from wall

• USDA cheese must be 
refrigerated if not distributed 
within 4 hours of delivery

• Routine pest 
control/prevention is required
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Damaged Food Items
• Damaged CSFP items should be 

reported to RFBO Customer Service 
Team within 2 business days

• Significant damage to the point that the 
items should not be consumed and/or 
boxes with liquid exposure

• Isolated incidents (dented can, crumpled 
package) and exterior damage to the 
boxes do not need to be reported

• Agency should include a list of 
damaged items and pictures of food 
items (if possible) when contacting 
Customer Service

• Any item in a box where contents were 
damp (punctured milk, leaked can, etc.) 
should be considered unusable and the 
box should be disposed of

• RFBO will send replacement CSFP 
boxes for distribution to ensure 
participants receive their monthly 
food box

• Participants cannot receive a partial 
CSFP box and must receive a 
complete food package

• You cannot simply remove the damaged 
product and distribute the remaining items

• The RFBO Customer Service 
Team will complete a Loss Report, 
and the agency can donate or 
repurpose the undamaged 
products for another use
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Resources

• List resources found in CSFP box
• ADA Eat Right Flyer
• Referrals to other health and social services

• RBFO website
• Partner Agency Resources tab

• Food for Seniors Resources
• CSFP info, documents, trainings

• Get Help
• Locate a Pantry
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Communication

• Email is the primary form of 
communication for CSFP

• Important updates from DHS and USDA
• Monthly report due reminders (if needed)
• Dual Participation quarterly checks
• General questions
• Quarterly message to CSFP partner network

• Policy changes
• Recaps
• Chance to say hello!

KEEP AN 
EYE ON 
YOUR 
EMAIL
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Contact Information 

Program Questions:
Meghan Hatfield
• 405-600-3164
• mhatfield@rfbo.org

Back-up Contact:
Mason Weaver
• 405-600-3142
• mweaver@rfbo.org 

Delivery Questions:
CUSTOMER SERVICE

Call or text 405-600-3152
cservice@rfbo.org

mailto:Sscott@rfbo.org
mailto:Sscott@rfbo.org
mailto:kwhite@rfbo.org
mailto:kwhite@rfbo.org
mailto:Helpdesk@rfbo.org
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QUESTIONS
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