Organization Name: _________________________________________
Organization Contact, Phone, and Email: __________________________
What is a Food Pantry?		        		 
A food pantry is a program offered by a non-profit organization to distribute groceries for free to community members experiencing food insecurity.  Food pantries should aim to offer a variety of nutritious food products including fresh produce, protein, dairy, and shelf stable foods. Importantly, this food should always reflect the unique dietary needs of guests to the food pantry. 
Food pantries meet the needs of their community by opening their doors to the public, being in an accessible space, having availability during evenings and weekends, and allowing guests to visit more than once per month. Successful pantries follow the “guest choice” model and allow pantry guests to select the foods they need, rather than prepacked boxes/bags. 
This checklist highlights some best practices and considerations for new food pantries and is a tool to help guide you in starting a food pantry in your community.  
New Pantry Checklist
	Eligibility For Partnership with the Blue Ridge Area Food Bank
	Yes
	No
	In the Future

	Will the pantry be operated or sponsored by a 501(c)3 or by a religious organization?   
	
	
	



	Pantry Service Area and Hours
	Yes
	No
	In the Future

	Will your pantry be open to the public?
	
	
	

	Will your pantry have a limited service area?
	
	
	

	         If yes, will you serve someone the first time even if they are out of your service area?
	
	
	

	Do you plan to collaborate with other food pantries in the area on hours of operation to avoid duplication of efforts?
	
	
	

	Will your open hours include evenings or weekends?
	
	
	

	Will your guests be able to visit more than once per month?
	
	
	

	Will your pantry provide delivery to home-bound guests in the area?
	
	
	



	Outreach
	Yes
	No
	In the Future

	Will you do outreach within the area to ensure potential guests are aware of your pantry?
	
	
	

	Will outreach specifically target vulnerable households with seniors and children?   
	
	
	

	Will outreach specifically target minority populations in the area?
	
	
	

	Will you ensure that other service providers in your community are aware of your pantry and can refer the people that they serve to your organization?
	
	
	



	Accessibility
	Yes
	No
	In the Future

	Will your pantry be in a space that is physically accessible to guests with a disability or other guests with limited mobility?
	
	
	

	Will the pantry have space for guests to sit inside while waiting for service?
	
	
	

	Will restrooms be available for guest use? 
	
	
	

	Will the pantry be accessible by bus and by pedestrians?
	
	
	

	Will the pantry have adequate, safe parking?
	
	
	



	Pantry Services
	Yes
	No
	In the Future

	Are you familiar with the Guest Choice model for food pantries?
	
	
	

	Will your pantry utilize Guest Choice to allow guests to shop for their own groceries?
	
	
	

	Are you familiar with The Emergency Food Assistance Program (TEFAP), where free food is provided to pantries subject to specific federal regulations and limitations?
	
	
	

	Will your pantry provide education materials (i.e. recipes, nutrition handouts)?
	
	
	



	Food Types and Sources
	Yes
	No
	In the Future

	Will your pantry provide fresh fruit and vegetables?
	
	
	

	Will your pantry provide a variety of protein (meat, beans, eggs, peanut butter)?
	
	
	

	Will your pantry provide dairy (milk, cheese, yogurt, etc.)?
	
	
	

	Will your pantry provide meal making options like pasta/sauce or rice and beans?
	
	
	

	Will your pantry consider the health-related, cultural, and religious needs of guests when offering foods? 
	
	
	

	Will you have multiple sources of food for your inventory? (i.e. The Food Bank, donors, food drives, vendors)
	
	
	

	Will you have a food budget for purchasing foods that you might not get donated?
	
	
	

	Will your pantry be able to pick up food from the BRAFB warehouse on a regular basis?
	
	
	



	Equipment
	Yes
	No
	In the Future

	Will you have refrigeration to store perishable food until your next distribution?
	
	
	

	Will you have freezer space to store frozen food until your next distribution?
	
	
	

	Will you have an indoor storage area with shelving for non-perishable items? 
	
	
	

	Will your pantry have carts for guests to utilize while collecting food?
	
	
	

	Will your food storage area be lockable and secure?
	
	
	

	Will your pantry have a computer and internet access?
	
	
	





	Leadership and Staffing
	Yes
	No
	In the Future

	Will you create a mission statement for your food pantry?  
	
	
	

	Will you have a board of directors or advisory group supporting your pantry?
	
	
	

	Will you have a plan for who assumes leadership in case of emergency or leadership turnover?
	
	
	

	Does your pantry have a budget? 
	
	
	

	Will your pantry have a fund-raising plan?
	
	
	

	Will you have enough volunteers to operate your pantry?
	
	
	

	Will you have a volunteer training plan/program with volunteer roles clearly defined?
	
	
	

	Will you have volunteers able to do the heavy lifting that is required to load, unload and move heavy cases of food?
	
	
	

	Will you have volunteers who speak languages other than English to assist guests that are non-English speaking?
	
	
	

	Will you have volunteers able to utilize web-based software to order food and track household information and service?
	
	
	



	Food Safety
	Yes
	No
	In the Future

	Are you willing to take free food safety training, provided by the Food Bank? 
	
	
	

	Will you have someone trained in food safety on the premises to inspect all donated food before distribution?
	
	
	

	Can you keep food stored 6” off the ground and 4” away from the walls?
	
	
	

	Do you have adequate storage space to store all food safely? 
	
	
	

	Are you able to monitor and log food storage temperatures three times per week? 
	
	
	

	Will you have regular pest control?
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