V: Coupon, Market, Roadside Stand, Bulk Purchase, and CSA Program Management

1. Issuing SFMNP coupons to participants:

a. Describe the State agency's procedures for ensuring the secure transportation and
storage of coupons/checks or check stock. Include the method used to transport coupons
from the contractor who produces them to the State agency, and from the State agency to
the local agencies. Include a description of how unissued SFMNP coupons are stored, or
how secure handling of check stock and electronic check numbers are ensured, at the
State agency, local agency, and/or local issuing sites. Also include any type of reporting
form used to gather data.

VDA provides the contractor with the shipping addresses and number of checks for each local agency.
Checks are then shipped from the contractor directly to the local agencies via FedEx or other traceable
shipping company. There are tracking numbers available from the shipping company, if needed.

When checks arrive at the local agencies, they are counted and recorded. The total is verified with
VDA. Checks are stored in a secure area until distributed.

The checks in the booklets are printed on security stock paper with the cover being heavier paper
stock. The outside of the booklets are sequentially numbered. The local agencies issue the booklets in
numerical sequence beginning with the lowest number. Unused SEMNP coupons are storedina
secure location.

b. Describe the coupon issuance system for participants. Include any
reporting form used to gather data. This description should include automated as well as
manual processes used for issuance of coupons/checks to SFMNP participants.

Three agencies mail out applications during an enrollment period. Applicants complete and sign the
application form and return it to the local agency. Applications are screened and if the applicant is
eligible, checks are mailed to the participant. The coordinator at the local agency records the check
numbers sent to each participant, either in a spreadsheet or database (Attachment G) or on the
application in a section reserved for that purpose (Attachment 3) or on a copy of the sheet of mailing
labels.

Most agencies accept applications and distribute checks immediately. Locations, times, and dates for
enrollment and check distribution are advertised. Participants apply in person and, if they are eligible,
they receive their checks at that time. The check numbers are recorded on the participant's signed
application or in a spreadsheet or database.

Two agencies accept applications in a pre-enrollment period, review them, and notify eligible
applicants when and where they may pick up the checks. Locations, times, and dates for check
distribution are then advertised and recipients come to the locations to receive their checks.

c. If the State agency intends to use a bulk purchase option, describe (1) how the State
agency will identify the farmers from whom the eligible fruits and vegetables will be
purchased, (2) the entity/ies (if different from the State agency) that will negotiate and
contract for the purchase of the produce, (3) how the State agency will ensure that the
value of the food provided to each participant falls within the regulatory minimum and
maximum levels, (4) how the State agency will ensure that all SFMNP participants
receive an amount of food that offers an equitable benefit, and (5) how the State agency

SFMNP Fiscal Management vda.virginia.gov Page 1 of 9



will distribute the fruits and vegetables to program participants.
N/A

d. For CSA programs, describe the system for ensuring that each SFMNP shareholder
receives an equitable amount of eligible foods at each delivery, and that the total value of
the eligible foods provided under the SFMNP falls within the minimum and maximum
Federal SFMNP benefit levels. Also, describe the method for obtaining the participant’s
signature on a receipt form or log, attesting to the distribution of eligible foods to the
recipient on a particular date (please attach a copy of this receipt form or log).

N/A

e. Describe the State agency's system for instructing participants on the proper use of
SFMNP coupons. If this function is performed by the local agency on behalf of the
SFMNP State agency, indicate who issues the coupons; what materials are provided
during issuance; and who explains the use of the coupons and redemption procedures to
the participant. For CSA programs, describe how participants will be instructed on the
procedures for delivery and distribution of eligible foods through the CSA programs to
the participants.

At the time of check issuance, a flyer explaining the program may be provided with the checks. When
checks are issued in person, a verbal explanation of the program is also given. Sample flyers are found
in Attachment 9 Sample Instructions for Enrollees.

The explanation/flyer may cover:

How to use the SFMNP coupons including the valid color, dates, and that checks can only be used to
purchase locally grown vegetable, fruits, and cut herbs;

A list of authorized farmer's markets and roadside stands where they may redeem their checks and
that participating farmers will display the Farm Market Fresh for Seniors poster;

That it is unlawful to obtain benefits from more than one service delivery area or more than once in
the market season;

That a proxy may redeem the checks;

Participants are given the local agency's contact information if they have questions, comments, or
complaints, or need information and assistance on other services. VDA's toll free number is also given.

f. Attach a copy of the log or other form used to record coupon issuance to valid certified
participants.

Attachment G Sample Record of Coupon Issuance

Most agency participant applications (Attachment 3 Sample Application) have a place where check
numbers may be recorded and where participants sign indicating they have received the checks. The
signature also indicates they read or had read to them their rights and responsibilities, including
proper self declaration of their income.

2. Authorization of farmers and/or farmers’ markets, Community Supported Agriculture (CSA)
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programs, and roadside stands.

The State agency is responsible for the fiscal management of, and accountability for,
SFMNP-related activities by farmers and/or farmers’ markets, CSA programs, and roadside
stands. Each State agency may decide whether to authorize farmers individually, farmers’
markets, or both farmers and farmers’ markets, as well as roadside stands and CSA
programs. Only farmers and/or farmers’ markets and roadside stands authorized by the State
agency may redeem SFMNP coupons; only CSA programs authorized by the State agency
may distribute eligible food to participants.

a. Describe the State agency’s general authorization procedures for farmers and/or
farmers’ markets, roadside stands, and CSA programs.

In Virginia, farmers are individually certified. Farmers may sell their produce at a farmers market;
however, it is the individual farmer who is authorized as a SEMNP vendor. Roadside stands are
certified because they are single vendor operations and it is the individual farmer who is authorized to
participate in the SFMINP.

VDA partners with the Virginia Department of Agriculture and Consumer Services (VDACS), Division of
Marketing, Domestic Sales, and Market Development. In the spring before each market season, the
Regional Market Development Managers in each geographic area send farmers in their area a letter to
inform them of the rules and eligibility for the SFMNP and an application. VDACS Managers receive
signed applications from the farmers agreeing to the definitions and conditions of participation.
Farmer applications are forwarded to VDA where individual vendor numbers are assigned. VDA sends
the farmer a stamp with their unique vendor number for marking senior participant checks for
deposit, a poster to be displayed where they sell their produce, and further instructions on SFMNP
rules and procedures.

Attachment J-1 Farmer Application

Attachment 5-1 Farmer Application Cover Letter
Attachment 5-2 Farmers Agreement Memo
Attachment 5-3 Farmers Agreement Rules

b. List or attach the criteria used to authorize farmers’ markets. Examples of
authorization criteria include: 1) permanent market location; 2) sufficient number of
growers who participate in the market; 3) a wide selection of products; 4) authorized to
redeem FMNP coupons; 5) community support from non-SFMNP sales; 6) produce
offered for sale is locally grown; or 7) accessibility to senior service areas.

VDA does not authorize farmer’s markets to accept SFMNP checks. However, individually certified
farmers participate at farmer’s markets and are expected to abide by SFMNP rules and procedures.
The markets often have criteria for farmer participation that are compatible with SFMNP rules and
procedures such as locally grown criteria and that only producers/growers may participate at the
market.

c. List or attach the criteria used to authorize farmers. Examples of authorization criteria
include: 1) grows a minimum percentage of the produce to be sold (please specify); 2)
owns land within the State/ITO where produce is grown; 3) is certified by the State
Agriculture Department, ITO, Cooperative Extension Agent or by a Farmers’ Market
Association within the State/ITO; 4) authorized to redeem FMNP coupons; 5) produces/
offers locally grown produce; or 6) is accessible to senior service areas.
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Attachment J-2 Criteria for Farmer Certification
Farmers must:

Meet the definition of "farmer" which is "an individual who grows and sells a minimum of $1,000 in
gross sales of produce per farm unit per year."

Be a bona fide producer who grows and sells a minimum of $1,000 in gross sales of produce per farm
unit per year. The producer may send a family member or employee to the market to sell his goods.

Accept training and monitoring on program rules and procedures, including on farm visits.

Be certified by the Virginia Department of Agriculture and Consumer Services (VDACS) to participate in
the SFMNP. Certification must be obtained from VDACS annually and certification must be forwarded
each year to the Virginia Department for the Aging (VDA).

Agree to comply with all SEMNP rules or amendments to rules that may be in effect at markets and/or
mailed to certified farmers.

Not live in the same household or be an immediate family member of senior participants or SEMNP
staff or Area Agency on Aging staff at the local or state agencies. There shall be no opportunity for
conflict of interest between the certified farmer, VDACS, or VDA staff or contract organization (AAA’s)
staff.

d. List or attach the criteria used to authorize roadside stands.

If the farmer is authorized, his roadside stand is authorized.

e. List or attach the criteria used to authorize CSA programs.

N/A

f. How does the State agency define “eligible foods”? List or attach a list of the fruits,

vegetables, honey and/or fresh herbs that can be purchased using SFMNP benefits.
(NOTE: For the purposes of the SFMNP, eligible foods mean fresh, nutritious,
unprepared, locally grown fruits, vegetables, honey and herbs).

Eligible foods may not be processed or prepared beyond their natural state except for
usual harvesting and cleaning processes. Maple syrup, cider, nuts, seeds, dried plums
(prunes), dried chilies or tomatoes, eggs, meat, cheese and seafood are examples of
ineligible foods for purposes of the SFMNP. State agencies may also describe eligible
foods as “all fruits, vegetables, honey and herbs locally grown except...”

Attachment M List of Eligible Foods

The definition of "eligible foods" is fresh, nutritious, unprepared, locally grown fruits, vegetables, and
cut herbs for human consumption. Eligible foods may not be processed or prepared beyond their
natural state except for usual harvesting and cleaning processes. VDACS has determined which
specific fruits, vegetables, and herbs are grown locally and available during the program season. See
the following list.

butter beans onions apples
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SFMNP Fiscal Management

snap beans peas blueberries

broccoli peppers peaches

cabbage potatoes (irish or white) cantaloupe

carrots pumpkins nectarines

cauliflower squash pears

collards tomatoes plums

corn turnips strawberries
cucumbers potatoes (sweet) watermelons
eggplant zucchini blackberries
okra leafy greens (all) tomatoes

This list is not exhaustive. All locally grown fruits, vegetables, and cut herbs that are grown by
authorized farmers are eligible.

g. How does the State agency define "locally grown produce™ in order to designate
SFMNP eligible foods? (Eligible foods are limited by Program regulations to produce
grown within State/ITO borders or areas in neighboring States/ITOs adjacent to its
borders.)

[ ] Within the State/ITO borders only

<] Within the State/ITO borders and adjacent counties (e.g., one county into the next
State)

[ ] Within the county lines

[ ] Other (specify)

h. To what extent does the State agency permit or prohibit the participation of individuals
who are selling produce grown by someone else, in addition to their own produce?
Individuals, who exclusively sell produce grown by someone else, such as wholesale
distributors, cannot be authorized to participate in the SFMNP.

Individuals may sell produce that is grown by someone else in addition to their own. This allows the
small farmer who may focus on certain seasonal crops an opportunity to round out the produce he has
to offer all season, thus making him more attractive to the senior shopper. This creates a "win-win"
situation for both the farmer and participant.

When the availability of produce is insufficient to meet the demand of SEMNP participants because of
events beyond human control, such as drought, floods, or other acts of God; farmers may sell produce
that they obtain directly from another local farmer. Products can not be obtained from a non-farm
source and then redeemed for SFMNP checks. Non-farm source means any place other than the farm
where production takes place.

In the application process, farmers certify that they are not a wholesaler. A "wholesaler" is defined as
one who purchases produce wholesale and resells it. This is not permitted in the SEMNP program.
However, farmers certified to participate in the SEMNP are not prohibited from selling their produce
to other establishments (grocery stores, etc.) for resale as an enterprise separate from the SFMNP.

i. Describe how the State agency will ensure that there is no conflict of interest between
the State or local agency and any participating farmer, farmers’ market, roadside stand,
and CSA program.

Senior participants are informed that they may not live in the same household or be an immediate
family member of a participating farmer. Farmers are informed that they may not live in the same
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household or be an immediate family member of senior participants or SEMNP staff at the local or
state agencies.

J. Indicate the number of farmers, farmers’ markets and/or roadside stands, and/or CSA
programs that are expected to be authorized in FY 2010:

183  farmers

25 farmers’ markets
16 roadside stands
N/A CSA programs

k. Does the State agency require that the Market Manager be bonded?

[] Yes [X] No
3. Farmers and/or Farmers’ Market and/or Roadside Stand Agreements

(a) Farmer, farmers' market, roadside stand, and/or CSA program agreements.

The State agency must ensure that all participating farmers, farmers' markets, roadside
stands, and/or CSA programs enter into written agreements with the State agency. State
agencies that authorize individual farmers must also enter into written agreements with
the individual farmers. The agreement must be signed by a representative who has legal
authority to obligate the farmer, farmers' market, roadside stand, and/or CSA program.
Agreements must include a description of sanctions for noncompliance with SFMNP
requirements and must contain, at a minimum, the specifications listed at Section
249.10(b) of the SFMNP regulations, although the State agency may determine the exact
wording to be used. Please include the SFMNP State agency and Farmers’/Farmers'
Market /Roadside Stand/CSA program Agreement in the Attachment section. It is not
necessary to provide copies of every Agreement with the State Plan unless the terms and
conditions are significantly modified from the Agreement approved for use in the
previous year.

(b) Length of valid agreements.
Agreements may not exceed 3 years. The farmers and/or farmers' market and/or roadside
stand and/or CSA program agreements are valid for 1 year

(c) Agreements with farmers’ markets that do not authorize individual farmers. Those
State agencies that authorize farmers' markets but not individual farmers must require
authorized farmers' markets to enter into a written agreement with each farmer within the
market that is participating in SFMNP. The State agency must set forth the required terms
for the agreement and provide a sample agreement that may be used. Append a copy of
this agreement, if any.

4. Describe other partnerships/arrangements that may have been negotiated, such as with
Cooperative Extension programs, or a State Agriculture Department, State Department of
Aging, or ITO to authorize farmers/farmers markets/roadside stands/CSA programs.

VDA partners with the Virginia Department of Agriculture and Consumer Services (VDACS), Division of
Marketing, Domestic Sales and Market Development. Regional Market Development Managers in
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each area receive applications from and certify the farmers using VDA established criteria for the
SFMNP. The VDACS representatives also work with Market Managers to promote participation in the
SFMNP among their vendors who meet the criteria.

5. Annual training for farmers, farmers’ markets managers and/or farmers who operate a
roadside stand or CSA program.

State agencies must conduct annual training for farmers, farmers' market managers,
and/or farmers who operate a CSA program in the SFMNP. The State agency must
conduct a face-to-face training for all farmers and farmers' market managers who have
never previously participated in the SFMNP. Face-to-face training refers to an interactive
format that includes an opportunity for questions and answers, which may include video
conferencing as well as actual face-to-face training sessions.

After a farmer/farmers' market manager's first year of SFMNP operation, State agencies
have discretion in determining the method used for annual training purposes. At a
minimum, annual training shall include instruction emphasizing

(a) Eligible food choices;

(b) Proper SFMNP coupon redemption procedures, including deadlines for
submission of coupons for payment, and/or receipt of payment for CSA
programs’ distribution of eligible foods;

(c) Equitable treatment of SFMNP participants, including the

availability of eligible foods to SFMNP participants that are of the same quality
and cost as those sold to other customers;

(d) Civil rights compliance and guidelines;

(e) Guidelines for storing SFMNP coupons safely; and

(f) Guidelines for canceling SFMNP coupons, such as punching holes or rubber-
stamping.

Describe the procedures the State agency has in place or plans to implement for the
annual training required for authorized farmers and/or farmers’ market managers.
This description should also include the subsequent training methods made available to
managers and farmers after the first year’s face-to face training.

Initial face to face training is conducted by VDACS regional representatives either one-to-one when
they visit farmers or in a group at retail farmers market meetings. The meetings are coordinated by
the regional market manager and are held for the purpose of signing and certifying farmers to sell and
discussion of SEMNP rules, such as listing examples of eligible foods, redemption procedures, fair
treatment policies, Civil Rights compliance, and to properly place their SEMNP vendor stamp on all
checks.

Annual training consists of letters and fact sheets reiterating rules and procedures, including
reminders of eligible foods, redemption procedures, fair treatment policies, Civil Rights compliance,
and to properly place their SFEMNP vendor stamp on all checks.

Attachment 5-1 Farmer Application Cover Letter
Attachment 5-2 Farmers Agreement Memo
Attachment 5-3 Farmers Agreement Rules
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6. Coupon accountability

The coupon reconciliation process is intended to assure accountability by enabling the
State agency to reconstruct the "life history" of each coupon, from the time it is issued
through its final disposition. The State agency is responsible for reconciling validly
redeemed coupons, as well as lost, stolen, voided, expired, or SFMNP coupons that do
not match issuance records. The process for reconciling lost and/or stolen coupons must
ensure that farmers accepting such coupons in good faith, and through approved
procedures, are not unfairly penalized.

a. Describe the State agency's system for identifying and reconciling SFMNP coupons
that were redeemed, voided, expired, or reported lost or stolen. Validly redeemed
SFMNP coupons are those that are issued to a valid SFMNP participant and
redeemed by an authorized farmer, farmers’ market, or roadside stand within valid
dates. They must:

e include a valid participant identifier from the signature on the issuance log,

e include a unique and sequential serial number;

e be transacted within valid dates;

e Dbe redeemed by an authorized farmers' market, an authorized farmer operating

under the auspices of the authorized market, or operating a roadside stand.

VDA provides the check processing contractor with a list of certified producers and their assigned
vendor stamp numbers. Any additions or changes made to the initial list will be forwarded to the
contractor immediately. Lost or stolen checks are reported to VDA and VDA reports this information
to the check processing contractor for edits.

b. Describe the State agency’s system for ensuring that coupons are redeemed only by
authorized farmers (including those operating roadside stands), and farmers’ markets for
eligible foods.

Authorized farmers are issued a stamp with their unique vendor number. They stamp all checks that
they receive from senior participants with their vendor number prior to depositing it at the bank.

c. Describe the State agency's system for identifying and disallowing coupons that are
redeemed or submitted for payment outside valid dates or by unauthorized farmers or
farmers' markets.

The check processing contractor returns checks submitted for payment after the deposit deadline to
the farmer's bank. The farmer's bank notifies the farmer of the return. The check processing
contractor also returns any checks submitted without a valid vendor number. The SFMNP Coordinator
is notified about questionable checks and is given the opportunity to investigate and override check
returns if there are valid circumstances noted.

b. Check/Coupon Timeframes

Q) Issuance to participants July 1 (no later than September 30

(it)  Redemption by participants: November 15 (no later than November 30)
(iii)  Submission for payment by farmers/farmers' markets: November 30

(iv)  Payment by the State agency: December 7
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All of the functions described above must be completed within a timeframe that allows
the State agency to reconcile coupons, liquidate all obligations, and submit its financial
and program data reports (i.e. the FNS-683A) to FNS no later than January 31% of each
year.

e. Provide a copy of the coupon/check to be used in the SFMNP in the Attachment
section.

Attachment O Check Facsimile 2009
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