
Aloha Prospective Partner, 

At Hawaii Foodbank, we believe that no one in our island Ohana should go hungry. Every 
day, we provide food to our partner agencies across our State to serve our islanders in need 
because well-fed communities are better for us all. We are excited that you are interested in 
joining us to feed the hungry in our community. 

Enclosed is an application packet that will guide you through the steps necessary to become 
a partner agency. I encourage you to read through the first couple pages of the application 
packet carefully to help determine if your organization meets the requirements to become a 
member agency. 

Once we receive your application along with your signed membership agreement and review 
it, I will contact you to discuss the next steps. Please note that submitting an application 
does not guarantee that you will become a partner agency. 

Please feel free to contact me with any questions that you may have. We look forward to 
working with you in the future. 

Sincerely, 

Kim Bartenstein 
Director of Mission and Quality Assurance 
kim@hawaiifoodbank.org 
808-954-7870

PARTNER AGENCY ORIENTATION PACKET 

mailto:kim@hawaiifoodbank.org


PRE-APPLICATION CHECKLIST 

Hawaii Foodbank partner agencies are 501(c)(3) non-profit organizations or churches 
that are incorporated for the purpose of serving the needy, provide direct service to the 
hungry, and do not redistribute product to any other entity. The pre-application 
checklist indicates our requirements. If you do not or cannot meet these requirements, 
you will not be considered a candidate for membership as a partner agency. 

• Complete Hawaii Foodbank Agency Membership Application.
• Sign Partner Agency Agreement.
• Attached a copy of 501(c)(3) Determination Letter from the Internal Revenue 

Service. NOTE: If applying under the umbrella of a parent organization with a 
current 501(c)(3), submit a copy of IRS 501(c)(3) determination letter for parent 
organization and a letter from parent organization on their letterhead stating that 
applicant is in good standing, as per attached.

o For churches, submit copy of IRS 501(c)(3) determination letter from 
denominational headquarters stating that the church for partnership is a 
church in good standing in the denomination and has not been denied 
501c3 status, OR complete the attached 14 point IRS Church Qualifier 
Form, and letter of confirmation on church letterhead, as per attached.

• Photocopy of state license to operate shelter (if applicable).
• Photocopy of State of Hawaii Food Safety card or certificate.
• Photocopy of Food Establishment Permit and current Placard for Soup Kitchens.
• Promotional materials for your agency and/or food distribution program

(optional). 

APPLICATION PROCESS 

The steps to becoming a member agency are as follows: 
• Non-profit submits application.
• Hawaii Foodbank reviews application. Incomplete applications will be placed on 

hold.
• Hawaii Foodbank staff conducts a site visit to meet the non-profit’s 

representatives, learn more about the food distribution program, and inspect 
location.

• Hawaii Foodbank will compile a recommendation list, if applicable.
• Director of Mission & Quality Assurance and Hawaii Foodbank Leadership will 

make the final decision on acceptance status.
• Notification letter will be sent to applicant for denial or acceptance.
• All authorized shoppers will need to attend a warehouse orientation. 



CRITERIA FOR MEMBERSHIP 

• Organization is a 501(c)(3) non-profit organization or a church.
• Must not be a private foundation, even if it has a 501(c)(3) exemption.
• Hawaii Foodbank product will only be utilized as related to agency’s purpose of 

serving the needy and will not be used within the agency to feed staff or 
volunteers.

• Partner Agency will be reviewed on an annual basis.
• Facility includes secure and adequate physical storage/preparation/distribution 

space that is not located in a personal residence, and complies with HFB's safety 
and security standards.

• Agencies must maintain regularly scheduled days and hours of operations, 
including posting a sign at the distribution site with the information and 
informing HFB if these days/hour of operations change. This will ensure that HFB 
can keep this information updated on Aloha United Way’s 211 hotline.

• Have staff / volunteers who are accountable for record keeping, inventory 
control, and a system for keeping track of individuals served.

• Have the ability and willingness to access and submit information on a monthly 
basis.

• Willing to adhere to food safety guidelines and to complete food safety training. 
Agencies must appoint a Food Safety Coordinator and provide Hawaii Foodbank with 
the name, title, email address and phone number for that individual.

• Ensure clients receive food free of charge with absolutely no conditions implied or 
exchanged.

• Pass a site inspection prior to membership and allow for appropriate on-going 
monitoring by Hawaii Foodbank representative.

• Provide sufficient funding sources to cover expenses.
• Must support the Foodbank with a shared maintenance contribution, currently 

set at 18 cents per pound of food.
• Meal programs must be licensed by the State Department of Health as a food 

service establishment. 



ABOUT HAWAII FOODBANK 

Mission: 
“The people of Hawaii are one ohana.  Hawaii Foodbank provides food so that no one 
in our family goes hungry.  We work to gather food and support from our communities.  
We then distribute food through charitable agencies to those in need.  Our mission is 
from the heart, and we will fulfill our mission with integrity, humanity and aloha.” - 
Hawaii Foodbank Mission

Who We Are: 
Hawaii Foodbank is the only non-profit 501(c)(3) agency in the state of Hawaii that 
collects, warehouses and distributes mass quantities of both perishable and non-
perishable food through nearly 200 charitable agencies on Oahu and Kauai and Partner 
Distribution Organization (PDO) on Big Island of Hawaii and Maui County. Our 
organization forms a vital link with food donors, charitable agencies and the hungry in 
Hawaii by collecting, inspecting, storing and distributing donated and purchased food. 

Our food comes from a variety of sources. We partner with local farmers, retailers and 
grocers to pick-up non-perishable and perishable products daily. 

Last year, Hawaii Foodbank distributed over 13.7 million pounds of food from our 
warehouse locations in Oahu and Kauai. Of the total amount distributed, over a 
quarter consisted of fresh produce. We also shipped 95,034 pounds of food to 
Maui Food Bank. 

Hawaii Foodbank, through its network of island food banks and their local food 
pantries and meal programs, provides food assistance to more than 123,000 
households encompassing 287,000 Islanders – or one in five island residents – including 
47,894 keiki and over 46,000 kupuna. 

Due to our buying power and efficiencies in procuring food, for every dollar donated to 
the Hawaii Foodbank, 95 percent of every dollar goes directly towards food distribution 
programs – feeding the hungry in Hawaii. Hawaii Foodbank is the only organization in 
Hawaii that is a certified member of Feeding America, the nation’s largest domestic 
hunger relief organization. Certification means the Hawaii Foodbank meets national 
standards for: 

• The safe handling, receiving, storage and distribution of food
• The financial management and stability of the organization
• Board governance



OBSERVED HOLIDAYS AND SCHEDULED CLOSINGS 

Holidays:  Hawaii Foodbank will be closed for shopping on the following holidays: 

• New Year's Day
• Presidents’ Day
• Memorial Day
• King Kamehameha Day
• Independence Day
• Admission Day
• Labor Day
• Discoverer’s Day
• Thanksgiving Holiday (Thanksgiving & Day after)
• Christmas Holiday (Day before & Christmas)

Inventory:  The Foodbank will also be closed once a quarter for inventory. Please check 
the agency bulletin board for updates. 

REQUIREMENTS 

Reporting:  Each agency is responsible for submitting a monthly agency activity report 
to the Foodbank. These reports help the Foodbank to evaluate its effectiveness in 
meeting the needs in the community and are used to meet requirements for Feeding 
America and contract funding.  It is important that your agency submit its reports by 
the 5th of the following month with accompanying sign-in sheets (except meal/snack 
programs).  

The Monthly Agency Activity Report must be filled in completely in order to provide 
accurate statistics for evaluation and reporting. All agencies must fill the top portion of 
the Activity Report.  You will complete the appropriate section depending upon the 
type of food program your agency runs.  Some agencies may find themselves 
completing every portion of the report.  Note:  If your agency did not distribute food to 
anyone during any given month, you are still responsible to turn in a monthly report.  
You must indicate that zero clients were served on the report form for that month. Any 
Agency more than 1 month late in reporting will be ineligible to receive food. 

Training:  At least one agency representative is required to have some form of Food 
Safety training or meet local commercial food safety standards. Civil Rights training is 
required for people involved with programs that receive federal assistance (full or 
limited training) depending on the level of interaction with applicants and/or 
participants or handling of personal information. Any Agency not in compliance with 
training will be ineligible to receive food. 



AUTHORIZED SHOPPER CARD 

Every member agency may designate up to six people as authorized shoppers for their 
authority. Each authorized shopper will be issued a Hawaii Foodbank Shopping card.  
The Shopping Card indicates the authorized shopper, the name of the agency, the 
membership number of the agency, the type of program it is, and if there are any 
restrictions on the account. Please check to make sure that you have your Shopping 
Card with you before you come to the Foodbank warehouse. Persons who do not have 
their Shopping Cards will not be allowed to shop.

Authorized shoppers are allowed to bring up to two other individuals to help them 
shop, for a maximum of three shoppers per agency. The first Shopping Card is issued 
free of charge.  Replacement cards are $5.00, payable in cash. 

When your agency needs to replace or add on a new authorized shopper, your 
Director/Pastor needs to send a letter to the Hawaii Foodbank via email, mail or hand 
delivery.  The letter must be on agency letterhead; outline the change in authorized 
shoppers; and must be signed by the program director/pastor. Changes will be made 
within 24 hours of request. 

SHOPPING GUIDELINES 

• No Pets, Smoking, Eating or Drinking is allowed inside the warehouse.
• No food testing is allowed inside the warehouse.
• Children under the age of 16 are not allowed inside the warehouse. Women

over 6 months pregnant are not allowed to shop in the warehouse.
• All shoppers must wear shirts and covered shoes.
• Do not open case lot items – the sealed cases in the center of the shopping

floor.  
• For your safety, lift items with your legs bent, not with back hunched over.
• Be aware of your surroundings at all times. This is a working warehouse.

Food products picked up from the Foodbank are to be used exclusively for the 
agency you represent to provide for needy individuals and/or households and 
NOT to be used for personal consumption, to feed staff or volunteers, for 
fundraising, sale, compensation, transferring or bartering of other products or 
services. 



SHOPPING PROCEDURES 

1. Schedule an appointment with the Cashier's Office by calling 836-1972.  All
shoppers must make an appointment. All appointments are for 30 minutes. If
your representative is late - time slot remains the same; if more than 15
minutes late - the appointment will be considered cancelled and must be
rescheduled. Max 3 shoppers per agency, at least one must be an authorized
shopper.

2. Park only in designated area marked “Agency Parking” (Stalls #11-21). Max 2
vehicles per agency.

3. Bring your own boxes if you plan to shop in the “loose” section of the
warehouse.

4. Check-in by presenting your Authorized Shopper Card at the cashier's
window. Do not start shopping until you are given a shopping list for the day.
Hold on to the list. You will need to present it to the scaler to check out.

5. Review the information board for limits and special shared maintenance fees
before you begin shopping. Note: Setting limits on certain products allows us
to give all shoppers an opportunity to receive high-demand items for their
food programs.

6. Handcarts are available for use by shoppers while shopping at the Foodbank.
Because of limited availability, max 3 carts per agency.

7. Keep items separated by type (e.g. produce, loose dry, bread, or refrigerated)
and cost (e.g. VAP or free items). When in doubt, check the shopping list.

8. Check out by taking your shopping cart to the scales to be weighed. Please do
not push the shopping cart on the scale. Wait for warehouse staff to assist you.

SAFE SALVAGE SHOPPING GUIDELINES 

Some loose products may have been donated because of damaged packaging.  These 
donations come to us daily. Though Foodbank volunteers have carefully sorted through 
incoming food to ensure that only good products reach the shopping floor it is also up 
to you, the agency shopper, to be aware of food product safety. When in doubt, throw it 
out! Please take a few minutes to read the following specific guidelines.  



Canned Goods – DO NOt take any cans with: 

• Swollen or bulged ends (except carbonated beverages where bulged ends are
normal). Spoilage can occur over time even if a can is not dented or is only
slightly dented. Discard any cans that begin to bulge. Always press firmly on
the top of the can; if you can move it, throw it out.

• Ends that can be pushed in or out

• Retort buckles on seams (severe dents on seams)

• Severe creasing anywhere, but especially on the side or end seams

• Dents at juncture of side and end seams

• Cans are so badly bent that they can't be opened by a manual can opener, or
can't be stacked.

• Excessive rustiness

• Obvious leaks or light in weight--for example, if a carbonated beverage can is
soft and easy to compress, it has lost its carbonation and should be rejected.

• Cans of juice with pop-up seals that have been popped up – take it only if the
seal is still intact.

Packaged Foods 

One layer of packaging. For packages that have only one layer of packaging, such as 
flour or sugar in paper bags, or pasta products in paperboard boxes (with no inner 
bags). Do not take if: 

• Package has a break so that the product is leaking out;
• Heavily taped repair has been  made to the package; or
• There’s evidence of contamination by other products (e.g. stains or odors).

Two layers of packaging.  For packages that have two layers of packaging, such as 
boxed cereal or cake mixes.  Do not take if: 

• Inner packaging has any break, tear or other opening; or
• Vacuum packs if they have lost their vacuum seals.

NOTE:  Take the product if the inner packaging is unbroken with an airtight inner 
seal.  



Bottles and Jars 

• Check safety button on bottles and jars.  If button is down, take it.  If button is
up, don’t take it.

• Don’t take item if the lid has been loosened, or if any of its contents are
missing.

• Don’t take bottles of juice where solid material is floating at the top or settled
on the bottom (with the exception of 100% natural fruit juices).

WHEN IN DOUBT, THROW IT OUT! 

4-DAY EMERGENCY FOOD SUPPLY

The information in the chart below can be used as a guide for preparing emergency food 
boxes. 

#  IN HOUSEHOLD 2 4 6

MILK PRODUCTS 

1 gallon milk 2 gallons milk 3 gallons milk 

OR a combination of 
milk products such as: 
2 qts. milk, 8 oz. cheese 
& 48 oz. yogurt. 

OR a combination of 
milk products such as:  
1 gallon milk, 16 oz. 
cheese & 96 oz. yogurt. 

OR a combination of 
milk products such as: 
1 1/2 gallon milk, 24 
oz. cheese & 144 oz. 
yogurt. 

MEAT 
PRODUCTS 

• 12 oz. canned or
fresh meat;

• 16 oz. peanut butter;
&

• 6.5 oz. tuna.

• 24 oz. canned or
fresh meat;

• 16 oz. peanut butter;
&

• 13 oz. tuna.

• 36 oz. canned or
fresh meat;

• 30 oz. peanut butter;
&

• 19.5 oz. tuna.
NOTE:  eggs/beans can be used in place of some of the above. 

BREADS/ 
CEREALS/ 
GRAINS 

• 2 lbs. rice;
• 1 loaf bread;
• 1 box cereal; &
• 10-12 oz. of noodles.

• 3 lbs. rice;
• 2 loaves bread;
• 1 - 2 boxes cereal; &
• 10-12 oz. of noodles.

• 4 lbs. rice;
• 3 loaves bread;
• 3 boxes cereal; &
• 16-20 oz. of noodles.

FRUITS/ 
VEGETABLES 

• 32 oz. canned
vegetables;

• 32 oz. canned fruits;
&

• 64 oz. juice.

• 64 oz. canned
vegetables;

• 64 oz. canned fruits;
&

• 128 oz. juice.

• 96 oz. canned
vegetables;

• 96 oz. canned fruits;
&

• 192 oz. juice.



GRIEVANCE AGAINST HAWAII FOODBANK PARTNER AGENCY 

Membership extended by the Hawaii Foodbank (HFB) is on an annual basis and is 
terminable at the will of the Foodbank. When a serious infraction of Foodbank policy, 
rule or regulation by law occurs, the following steps will be taken: 

1. In the event a complaint is made concerning a HFB member agency, a Foodbank
representative will follow-up with a phone call to the agency to discuss the
complaint. The staff member will then make a decision on whether or not to
further investigate the complaint.

2. All serious complaints that are in writing and signed, will be followed up by a
phone call to the agency and a letter sent to the agency Director/ Pastor
(hereinafter “Director”) stating the nature of the complaint. All letters will be
reviewed and signed by the Hawaii Foodbank’s Director of Mission and Quality
Assurance and\or Hawaii Foodbank Leadership.

3. Depending on the seriousness of the complaint, the Foodbank may place an
agency on “Hold” status pending the outcome of the investigation.

4. After the agency has been notified of the complaint, the Agency Director will be
responsible for responding to the Hawaii Foodbank within 10 days.  In some
cases, the Director will be requested to attend a meeting with Foodbank staff
and\or Hawaii Foodbank Leadership to discuss the complaint.

5. In the event the agency has not responded to the complaint or is found to be in
violation of Foodbank guidelines/policies, the agency may be Suspended or
Terminated.

6. The decision arrived at by the staff and\or Hawaii Foodbank Leadership is binding.
(See Grievance Procedure.) A letter detailing the decision will be sent to the
agency and a copy filed in the agency member’s folder.

NOTE: A SERIOUS COMPLAINT OR INFRACTION INCLUDES, BUT IS NOT LIMITED, TO 
THE FOLLOWING: 

• Selling of Foodbank products, or any misuse of product for personal or financial
gain;

• Falisification of reports or documents;
• Failure to submit required reports or documents;
• Failure to allow required site monitoring;
• Infraction of IRS or State Department of Health rules and regulations;
• Repeated unresponsiveness to legitimate requests from the Foodbank staff; and
• Inappropriate behavior or speech on Foodbank premises.



 
 

GRIEVANCE AGAINST HAWAII FOODBANK  
 

1.  A partner agency may submit a written statement of grievance addressed to the 
Director of Mission and Quality Assurance. The statement must include the 
reasons for the grievance, pertinent facts, and what the agency believes would be 
an acceptable solution to the problem. 

 
2.  The Director of Mission and Quality Asssurance, following study and 

recommendation for the Hawaii Foodbank staff, will determine the plan of action 
and decision on the grievance within ten working days of receiving the grievance 
letter. The Agency will be notified in writing of the decision. 

 
3. The Partner Agency may appeal the decision to the Hawaii Foodbank Leadership. 
    The decision will be rendered 30 days after receipt of appeal. 
 
4. An Agency will not be discriminated against, harassed or suffer any reprisals by 

Hawaii Foodbank as a result of filing a grievance. 
 

INAPPROPRIATE BEHAVIOR 

1. If anyone is heard using unacceptable speech or engaging in unacceptable behavior 
on Foodbank premises (e.g., verbal or physical abuse of other customers or Foodbank 
staff and volunteers, swearing, name calling, not following Foodbank procedures after 
repeated warnings) that individual will be banned from entering Hawaii Foodbank 
premises for one month, effective immediately. 

2. Hawaii Foodbank will notify the agency affliated with the individual about the 
inappropriate behavior by letter and that individual will be required to meet with a 
HFB representative regarding the incident.    

3. A second violation will result in the entire agency being suspended from shopping  at 
Hawaii Foodbank for one month.  A letter detailing the suspension will be sent to the 
director of that agency. 

4. A third violation will result in the termination of the agency’s membership with Hawaii 
Foodbank. 

 

 

 



 
 

Sample Affiliation Letter from Sponsoring Organization  
on Organization Letterhead 
 
 
Hawaii Foodbank 
2611 Kilihau St. 
Honolulu, HI 96819 
 
Date 
 
Re: Letter of Affiliation 
 
This letter is to affirm that (ABC Organization/Church) operates as a 501(c)(3) Non-profit 
organization and is the direct sponsor of (XYZ Partner Agency). (XYZ Partner Agency) is 
in good standing with our organization and their food program feeds the needy. 
 
(ABC Organization/Church) will be fiscally, pragmatically and legally responsible for 
oversight of (XYZ Partner Agency). 
 
Attached is a copy of our IRS/US Department of Treasury letter of determination. 
 
 
Sincerely, 
 
 
Jane / John Doe 
Sponsoring Agency Executive Director / Pastor etc. 

If the Sponsor is a Church: 

• Copy of IRS/US Department of Treasury letter of determination or a letter from 
denominational headquarters stating that the church applying for partnership is a 
church in good standing in the denomination and has not been denied 501(c)(3) status. 

OR: 

• Complete the attached 14-point IRS Church Qualifier Form, and 

• Letter of confirmation on church letterhead, as per example. 

 



 

 
IRS CHURCH QUALIFIER FORM 
Examples of 14 point criteria. Demonstration of 10 criteria is required, the first 6 are mandatory. 

MANDATORY CRITERIA POSSIBLE SOURCES FOR DOCUMENTATION ATTACHED 

A distinct legal existence Letter from IRS showing Employer ID #  

A recognized creed and form 
of worship 

Articles of Incorporation, By Laws, Church 
Bulletin 

 

A definite & distinct 
ecclesiastical government 

Articles of Incorporation, By Laws, or 
Constitution 

 

Established places for 
worship 

Church Bulletin, Newsletter  

Regular congregations Church Bulletin, Newsletter  

Regular religious services Church Bulletin, Newsletter  

SELECTED CRITERIA (4) POSSIBLE SOURCES FOR DOCUMENTATION ATTACHED 

A formal code of doctrine & 
discipline 

Articles of Incorporation, By Laws  

A membership not 
associated with any other 
church or denomination 

Statement of mission, objectives and goals of 
the church signed by the Pastor and three 
others 

 

A distinct religious history A brief written history  

Ordained ministries elected 
after completing prescribed 
courses of study 

Copy of Ordination and diploma  

A literature of its own Newsletter or Sunday morning program  

Sunday schools for religious 
instruction of the young 

Church Bulletin, Newsletter  

Schools for the preparation 
of its ministries 

Copy of diploma from a school of divinity  

 
As a duly authorized officer of ________________________(church name), I certify that this 
organization meets the requirements indicated for identification as a church and has not 
applied to the IRS for 501c3 status and been deinied, or has not had its 501c3 status revoked 
by the IRS. 
 
___________________________________________________________________________________________________ 
Executive Director, Pastor, etc. (Signature)     Date 
 
_______________________________________________________ 
Print Name 

 

 

 

 

 

 



Sample Confirmation Letter on Church Letterhead to accompany 
14-point checklist 
 
 
Potential Agency Ministries 
2611 Kilihau St. 
Honolulu, HI 96819 
 
Date 
 
Dear Hawaii Foodbank: 
 
I, Jane / John Doe, am the Pastor and/or Chief Executive Officer of (Partner Agency). I’m 
writing to affirm that ((Partner Agency) is in fact a church, defined by the IRS as a 501(c)(3) 
equivalent. Futhermore, (Partner Agency) complies with the spirit of the 14-point 
criteria employed by the IRS defining a church. 
 
(Partner Agency) is incorporated under the laws of the State of Hawaii as a non-profit 
organization. Our articles of incorporation (copy attached) list our creed and form of 
worship. We are non-denominational and not affiliated with any other denomination and we 
have a distinct ecclesiastical form of government. We have met as a church continuously for 
the past 5 years, conducting regular worship and instruction at a regular place of worship. 
We have various Sunday school classes and our pastor is an ordained minister. 
 
 
 
Sincerely, 
 
 
Jane / John Doe 
Sponsoring Agency Executive Director / Pastor etc. 

 
 
Enclosures: Articles of Incorporation 
   Copy of Pastor’s Certificate of Ordination 
   By Laws 
   Brochure / Information Documents 
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