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Lead Agency Inventory (Start)
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1. Select the agency 
name from the 
dropdown menu

2. Enter current 
caseload

3. Enter ending inventory 
from September CSFP 
inventory. For all other 
months, ending 
inventory 
automatically 
transfers to the next 
month’s beginning 
inventory

1 2

3



Lead Agency Inventory (Monthly report)
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1. Enter the number of 
clients served during 
the month

2. Enter CSFP food 
received

3. Total beginning 
inventory plus 
received items 

4. Enter the food 
issued to clients

1. This should total 
to the correct 
number of units 
for the number of 
clients served in 
this case it should 
be 8 units of 
vegetables for 
each client 2,120 
units 530 
multiplied by four 
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Lead Agency Inventory (Monthly report)
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1. Enter the number damage 
units here. We will talk about 
loss forms on the next slide

2. If item are used for Nutrition 
education, you will enter it 
here

3. Use this column for positive 
adjustments

• Please note that this is 
not for damage

4. Use this column for negative 
adjustments

• Please note that this is 
not for damage 

5. This is the ending inventory 
and will be the beginning 
inventory for the next month 
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Lead Agency Inventory (Loss)
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1. Select the program the 
loss/adjustment happened 
in

2. Complete contact 
information

3. Enter USDA food 
description and material 
number 

4. Enter quantity and cases or 
units. For CSFP losses only, 
select units from the 
dropdown menu

5. Select type of loss from the 
dropdown menu

6. Explain how the loss 
occurred
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Lead Agency Inventory (Loss)
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Check this box if the loss is a 
theft. Note: Theft of TEFAP or 
CSFP food is theft of federal 
property

If checked, you must:
• Report the theft to police and 

get a police report 
• Submit the police report with 

the loss form. 

WSDA will submit the report with 
the loss form to USDA when the 
loss is reported



Lead Agency Inventory (Loss)
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1. Check here if the loss is 
normal warehouse or 
trucking damage

2. Check this box if the loss 
is spoilage

• Spoilage due to bug 
or rodent infestation 
should be reported 
immediately

• You may be required 
to have the local 
health department 
inspect the food to 
ensure food safety

3. Check this box for 
inventory adjustments 

• Use the check boxes 
to indicate a positive 
or negative 
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