








Revised: Nov 2014  1 

 
Enclosure 1 

Guide to Starting a Food Donation Program 
 

The following are recommended steps for starting a food donation program at an Army 
food service operation (Donor).  Additional resources are provided at the end of this 
guide. 
 
1.  Survey Food Service Operations.  An initial survey should be performed to 
determine the availability and frequency of excess food.  This may be a formalized effort 
or may be accomplished by interviewing food service personnel and observing daily 
operations.  The survey should include determination of the types, quantities, and 
timeframes for which excess foods may be generated.  Information should be 
documented by the Donor and be provided to prospective Receiving Organizations. 
 
2.  Coordinate Program Internally.  Once it has been determined that there is excess 
food to donate, coordination should take place with internal organizations such as 
Veterinary Services (VS), Preventive Medicine (PM), and Public Works (solid waste 
manager).  For Army National Guard (ARNG) facilities, medical coordination must occur 
through the State Surgeon and may include VS and PM support from the Active 
Component.  Roles and responsibilities should be discussed, as well as procedures to 
be employed.  Procedures should include oversight to determine compliance with food 
protection and health guidelines.  All packaged foods require inspection from VS to 
determine suitability for donation.  Foods that have been prepared and are excess for 
donation must be held at safe temperatures and protected from contamination.  These 
products do not require PM inspection prior to release to the Receiving Organization; 
however, the Donor must maintain an active temperature control log for the items and 
retain on file for PM review during routine inspections. 
 
3.  Identify Receiving Organizations.   
 

a.  The following entities are authorized Receiving Organizations for DoD food 
donations.  Additional resources for locating authorized Receiving Organizations are 
provided in paragraph b.   

 
(1)  A charitable non-profit food bank designated by the Secretary of Defense or 

the Secretary of Health and Human Services as authorized to receive such donations: 
 
(2)  A state or local agency designated by the Secretary of Defense or Secretary 

of Health and Human Services as authorized to receive such donations; 
 
(3)  A chapter or other local unit of a recognized national veterans organization 

that provides services to persons without adequate shelter and is designated by the 
Secretary of Veterans Affairs as authorized to receive such donations; 
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(4)  A not-for-profit organization that provides care for homeless veterans and is 
designated by the Secretary of Veterans Affairs as authorized to receive such 
donations.  
 

b.  Several organizations should be contacted in order to find the best fit for a 
donation program partnership.  Factors for consideration include: 
 

(1)  Distance from the Donor food service facility. 
 

(2)  Ability of the organization to receive the types/quantities of food generated 
and at the specified times.  For example, food pantries may only be able to accept 
packaged foods, while shelters and other agencies may be able to accept prepared 
foods.  For foods that are transferred hot or cold, the Receiving Organization must be 
able to maintain food at the proper temperature and serve the food within required 
timeframes (see PM guidelines).  
 

(3)  Confirmation that the Receiving Organization is a nonprofit food 
recovery/distribution agency, and that personnel have been adequately trained in the 
safe handling, preparation, and distribution of food. 
 

(4)  Availability and suitability of containers and/or vehicles for food transport. 
 

c.  The following resources are provided for identifying potential external Receiving 
Organizations: 
 

(1)  Feeding America:  Food Bank Locater, http://feedingamerica.org/foodbank-
results.aspx.  Search by state gives locations and contact information for emergency 
food relief, soup kitchen, shelters, youth programs, food pantries, etc.  Feeding America 
provides the benefits from linking hundreds of local member food banks and the 
centralized efforts of a national office. 

 
(2)  WhyHunger:  Find Food Resource Directory from the National Hunger 

Clearinghouse, a program of World Hunger Year under contract with US Department of 
Agriculture (USDA). <http://www.whyhunger.org/findfood>.   WhyHunger links those in 
need to Federal Food Programs and community-based resources.  To locate Receiving 
Organizations, call the National Hunger Clearinghouse hotline at 1-866-3hungry, or 
email nhc@whyhunger.org.    
 
4.  Establish and Document Procedures.  Once a partnership has been established, it 
is important to define and document procedures between the Donor and Receiving 
Organization(s).  This may be accomplished through a Memorandum of Agreement 
(MOA) or other written agreement signed by the Donor food service activity, VS, PM, 
and Receiving Organization.  In the MOA or other written agreement, the Donor food 
service activity should do the following: 
 

a.  Establish points of contact at each organization, and the preferred methods and 
times to communicate food availability or other issues. 
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b.  Establish anticipated frequency and timeframes for food transfer.  
 
c.  Define types of food authorized for donation (in accordance with Food Protection 

guidelines, Enclosure 2 to the Army Food Donation Procedures memorandum). 
 
d.  Define procedures for food collection, packaging, transfer, and transportation in 

accordance with the food protection guidelines.  Particular attention must be given to 
transfer containers, maintenance of temperature, and vehicle used to transport.  

 
e.  Establish roles and responsibilities for the food donation program and periodic 

program reviews (see paragraph 7), to include the Installation Food Program Manager, 
dining facility (or other food establishment) manager, facility staff, VS, and PM.  
 

f.  Establish recordkeeping procedures to verify food transfer/receipt, establish 
accountability, identify problems, and promote continual improvement.  In coordination 
with the installation Public Works environmental staff, determine recordkeeping 
requirements for quantities of food donated and provide data to the installation solid 
waste manager for calculation of the solid waste diversion rate.  In addition, amounts of 
donated foods may be able to offset dining facilities’ loss accounting.   
 

g.  Define procedures for resolving issues of non-adherence with the MOA, 
emergencies, or other unsatisfactory situations.  
 
5.  Educate Staff.  Work with the Donor food service facility staff (including custodial 
staff) to provide instruction on new food donation procedures.  Reinforce food safety 
and personal hygiene standards, familiarize staff with the list of authorized and 
unauthorized foods for donation, discuss logistics of collecting excess food for 
donation/transfer, and define recordkeeping requirements. 
 
6.  Conduct a Trial Run.  Once procedures have been defined, a trial run should be 
conducted to test the procedures, identify friction points or changes that need to be 
made, and familiarize both parties with the food donation program before it is fully 
implemented.  
 
7.  Periodically Review Operations.  On a regular basis, review food donation 
operations for consistency, efficiency, and adherence to established procedures. 
Quarterly reviews throughout the first year may be appropriate for new Donors and 
Receiving Organizations, followed by semi-annual reviews for sustained programs.   
 

a.  Designated food donor program administrators (e.g., Installation Food Program 
Manager) should assess the following during periodic reviews: 
 

(1)  MOUs/MOAs between Donor and Receiving Organizations are current. 
 
(2)  Documentation of donated foods retained by each Donor facility.  Review 

documents to identify any unauthorized items that were donated. 
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(3)  Expectations of the Receiving Organization are being met.   

 
b.  VS and PM review donation documents for adherence to food protection 

procedures (Ref: Enclosure 2) in the donation of authorized products. 
 

(1)  VS looks for products that were donated without prior inspection and 
approval from VS. 

 
(2)  PM incorporates the food donation program review during routine food 

operation sanitary inspections.  Daily temperature monitoring logs and weekly 
documented self-evaluations conducted by the food facility manager are reviewed.    
 

c.  Evidence of non-conformances to food donation documentation, temperature 
monitoring, temperature controls, and proper food handling is justification to remove a 
Donor from the food donation program. 
 
8.  References.  The following references are provided for further information: 
 

a.  Comprehensive Guidelines for Food Recovery Programs, March 2007.  Available 
at <http://www.foodprotect.org/media/guide/food-recovery-final2007.pdf>, this guidance 
includes many sample forms for the transfer and receipt of foods, food safety 
evaluations, and Donor/Receiving Organization agreements.  

 
b.  USDA Food Waste Challenge <http://www.usda.gov/oce/foodwaste/index.htm> 
 
c.  Let’s Glean! Tool Kit – USDA’s How-to Guide for collecting excess foods to 

provide for those in need <http://www.usda.gov/documents/usda_gleaning_toolkit.pdf> 
 
d.  US Environmental Protection Agency Food Recovery Challenge  

<http://www.epa.gov/smm/foodrecovery/>    
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Food Type Description 
Suitable for 

Donation Requirements 
yes no 

Commercially 
Packaged 
Foods* 
 
 
 
* All packaged 
products must 
receive VS 
inspection and 
approval for 
donation. 

Unopened packages; unexpired products; shelf-stable, refrigerated or frozen. 
Includes UHT milk; previously chilled UHT milk; bread loafs; bagged salad; 
other similar products 

X  Temperature requirements for perishable 
foods must be maintained. 

Unopened and undamaged packaged food on the serving line (e.g., bread 
loaf, half-pint milk, yogurt, ice cream) X   

Excess food from Army subsistence operations or facilities due to scheduled 
closure or consolidation. X  Temperature requirements for perishable 

foods must be maintained. 

Condiments and spices (e.g., flour, sugar) retained in the original and 
unopened container that have not exceeded their manufacturer’s shelf life. X   

Unopened packaged foods, condiments and spices that have reached or 
exceeded the manufacturer’s shelf life. X  Product examined by Veterinary Services 

and deemed safe for donation. 

Damaged packages/containers (e.g., swollen or rusty cans; crushed or torn 
packages; torn or missing safety seals; missing or unreadable labels)  X 

Veterinary Services determines product is 
unsafe if damage is excessive or there are 
other indicators of food contamination or 
potential contamination. 

Food with signs of spoilage or deterioration, including “off” odors and 
discoloration.   X  

Fresh Produce 

Clean, intact (uncut) fresh fruits and vegetables that the Receiving 
Organization would remove or wash the skin or cook prior to eating (e.g., 
bananas, oranges, carrots, potatoes)  

X   

Fresh fruits and vegetables that are not peeled or are protected by an outer 
skin (e.g., lettuce, grapes, apples, green bean) X  

MOA between Donor & Receiving 
Organization must specify these products 
require protection from contamination and 
must be washed before being served. 

Produce with signs of spoilage, including “off” odors and discoloration.   X  

Prepared Foods 

Foods prepared for a specific meal and not placed on the serving line or 
made available for customer self-service (e.g., foods held in warming cabinets 
or refrigeration units that are not accessible to patrons) 

X  Hot/cold temperature controls maintained at 
all times. 

Prepared foods placed on the serving line for a specific meal and served by a 
food employee.  X  

Prepared foods offered for consumer self-service (e.g., salad & desert bar); 
includes individually wrapped foods prepared in the facility and placed on 
display. 

 X  

Partially cooked or undercooked foods; foods that were not cooked to 
prescribed temperatures specified in TB MED 530.   X  
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Food Type Description 
Suitable for 

Donation Requirements 
yes no 

Prepared Foods 
(continued) 

Potentially hazardous foods (time/temperature control for safety) not 
maintained at 41oF and below, or 135oF and above. Includes food managed 
using “Time as a Public Health Control.” 

 X  

Leftover foods that were retained in the facility for up to 48 hours.  

(NOTE: Although TB MED 530 allows retention of leftovers for up to 72 hours, 
a 24-hour safety margin is applied in food donation procedures to account for 
transfer time from the Donor to the final intended recipient/consumer.) 

X  

 Label specifies date and time item was 
removed from service. 

 Receiving organization must be able to use 
the product within 24 hours of receipt. 

Prepared foods that have been retained as a leftover in the facility for more 
than 48 hours.  X  

Foods prohibited to be retained as a leftover as specified in TB MED 530.  X  

Foods prepared in a home or otherwise non-approved kitchen or food 
establishment (including foods that are catered or contracted.)  X  

Operational 
Rations & Field 
Feeding* 
 
 
 
*Veterinary 
Services 
inspects all 
Operational 
Ration Modules 
prior to 
donation. 

Complete (intact) modules or cases of Operational Rations.  X 

 Disassemble intact MRE & UGR cases/ 
modules; donate components as individual 
items.  

 Remove MRE components from its 
individual meal bag configuration. 

Unopened components removed from an Operational Rations module (e.g.,  
UGR-A, UGR-H&S, MREs) X  

 Temperature control maintained for 
perishable components of UGR-A. 

 Intact meal bags must be opened to 
remove the MRE components.  

 Flameless ration heaters may not be 
donated. 

Unheated UGR-H&S tray packs that have exceeded their shelf life. X  Product examined by Veterinary Services 
and deemed safe for donation. 

UGR-H&S tray packs less than 3 years old and have only been heated once. X   

Previously heated UGR-H&S tray packs with date-marking of 3 years or older.  X  

Clean, intact (uncut) and undamaged fresh fruits and vegetables leftover from 
field feeding operations. X   

Unopened and undamaged commercially packaged food leftover from field 
feeding (e.g., bread loaf, half-pint milk, yogurt, previously chilled UHT milk) X  Maintain temperature requirements for 

perishable items (non-UHT milk, yogurt) 

Any food component where the individual protective food packaging has been 
opened or damaged.  X  

Prepared foods that were stored in or served from insulated food containers.  X  

 


