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COMING UP IN JANUARY 2017 

Sun Mon Tue Wed Thu Fri Sat 

    1  

November 

Monthly  

Reports Due 

2  3 

4 5   6  7  8  9  10 

11 12  13  14  15  16  17 

18 19  20  21  22  23  24 

25 26 Foodbank 

closed in  

observance of 

Christmas. 

27  28  29  30  31 

Whether you think you can or you 

think you can’t, you’re right.            

– Henry Ford  

A Proud Member of : 

Agency  

December 2016 

Leading the effort to eliminate hunger in our community 

Can you say change?  
Call in Orders and Shopping Appoint-
ments — Beginning the first week of Janu-
ary, we will be accepting call-in orders and 
shopping appointments only on Monday, 
Wednesday, and Friday from 8:30am to 
11:30am.  We will no longer be accepting 
call-ins on Tuesday and Thursday. 

Mark your calendars! The Next Agency 
Advisory Council Meeting will be held 
here at the Foodbank on January 10 from 
12pm to 1pm. All are welcome to attend. 

New Agency Shoppers — Also beginning 
in January, any new agency shopper that 
needs to be added to your agency’s shopper 
list will have to complete the Partner Agen-
cy Manual Test before they will be added 
to your account. Please contact your agency 
representative for the most current test.  
This is being done to ensure that all shop-
pers are aware of the requirements in distri-
bution. 

Please discontinue use of the side door 
on Olney Rd.  If you are coming to see your 
Agency Relations representative without an 
appointment, come to the main entrance.  
If you do have an appointment, come to the 
entrance on the front of the building to the 
right by Olney Rd.  

USDA Agencies: 
It’s that time of year 
again! All Self Dec-
laration of Income 
forms for the report 
period July 2016 - 
December 2016 
should be turned in 
to Cathy Davis no 
later than January 
31st, 2017.  



There seems to be some confusion 

surrounding the monthly partner 

agency report.   

In section one, we count new people the 

same way we did on the old form.  Individ-

uals and households are new if this month 

is the first time they are served in the fiscal 

year. 

If you give food to any individuals and 

households this month and they also re-

ceived food in any previous month in the 

fiscal year, then count them as returning 

in section two. 

Individuals and households are either 

new or returning, but not both. 

In section three, we count every individual 

and every household every single time 

they receive food in the month.  If some-

one receives food only once, count them 

once; if they receive food more than once, 

count them each time.  Basically, section 

three is a head count. This gives us a better 

idea of how many people are actually re-

ceiving food. 

To Recap: 

Section one — Count those whose first 

visit is this month. 

Section two — Count those who re-

ceived food this month but also any previ-

ous month in the fiscal year. Section two 

is not a cumulative total. 

Section three — Count every individual 

and household every single time you give 

them food in the month, including those 

who receive food only once.  

Monthly Report Information 

How far in advance can you make an appointment ?  

 For pick-up orders, you can make an appointment as far as three calendar weeks in 
advance, and as close as 12 noon, three business days in advance. 

 For shopping appointments, you can make an appointment as far as three calendar 
weeks in advance, and as close as 12 noon, one business day in advance. 

 For delivery orders, you can make an appointment as far as three calendar weeks in 
advance, and as close as 12 noon, six business days in advance. 

For example: Suppose you were calling in on the 9th, where the star is in the calen-
dar below.  You could choose a pick up day anywhere between the two P’s, or a deliv-
ery date anywhere between the two D’s. Just remember to choose the delivery date 
that you were assigned. Finally, if you were simply making a shopping appointment, 
you could make it for anywhere between the two S’s. 
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The procedure for placing an order 

online will change slightly in January.          

After logging into Agency Express, the very 

first place you will go is Order Options and 

then Scheduler. You will need to choose 

your day and time first, before you actually 

place an order.  Once you are finished with 

your shopping cart, then you will go to 

Check Out and choose your day and time 

again, but now you will only see the day and 

time that you already chose through sched-

uler.   

Also, you will be able to make Shopping ap-

pointments online as well. We will send out a 

User’s Guide towards the end of December. 

Agency Express Information 


