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I. Score of Operation 
• The Leech Lake Food Distribution Program and staff are committed to providing quality 

service to low-income households living on and near the reservation boundaries. This is 
accomplished by providing quality food packages to families, nutrition education and 
home deliveries to the elderly and homebound.  

• The Food Distribution Program is located at 16051 65th Ave NW, Cass Lake, MN. Cass 
Lake serves as the hub of our Tribal Government.  

• Leech Lake Band of Ojibwe covers four different counties including Cass, Itasca, Beltrami 
and Hubbard.  

• Leech Lake Band of Ojibwe is divided into three districts: District I, II, III and then also 
recognizes local communities within those districts ran by Local Indian Councils (LICs). 
Those LICs are as follows:  

o District I: S Lake, Inger, Ball Club, Deer River 
o District II: Bena, Kego Lake/Boy Lake, Sugar Point, Winnie Dam 
o District III: Oak Point, Pennington/Noopamiing, Bemidji, Cass Lake, Sugar 

Bush/Buck Lake, Onigum, Mission 
o Twin Cities Office 
o Duluth Office  

• The Leech Lake Band of Ojibwe services any member of a federally recognized Tribe in 
our service area listed above.  

 

II. Storage and Distribution 
• The Food Distribution program of the Leech Lake Reservation consists of a single "One 

Service Station" that is 70 ft by 130 ft located at 16051 65th Ave NW, Cass Lake, MN (Cass 
County). 

• The Food Distribution complex includes: a director’s office, certification office, front 
entrance/greeting and display area, warehouse, cooking facility, meeting/education 
room, nutritional education assistant office, and restroom facilities.  

• The cooking facility is completely equipped to provide nutritional classes, food 
demonstrations and cooking classes for participants. 

• This facility stores dry, cold and frozen foods and is set up with loading docks, efficient 
storage and a rotation system for all commodity foods.  

• The cold storage area of this facility includes a walk-in 8x10’ refrigeration unit and a 
walk-in 8x10’ cooler unit.  

o The temperature of all refrigeration units of this facility is monitored and 
recorded on a daily basis. The inventory control system consists of weekly 
monitoring and cross checks that are completed via the AIS reporting system. 

• Safeguards:  
o Inspections of the facility are completed annually by the Leech lake 

Environmental Health Officer to identify and evaluate the status of food 
sanitation and for other public health practices. Annual inspections are 
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completed using standard EHS report addressing the areas of Functional Design, 
Plumbing, HVAC, Lighting, Water Supply Sewage Disposal, Solid Waste, Pest 
Control, Housekeeping, Physical Plant and Environment, Safety Management and 
Food Protection. In addition, our Tribal Health Inspector is available to address 
any immediate or emergency issues that arise regarding our facility. All 
recommendations are followed within 30 days of notice. 

o All damaged food items handled through our facility are disposed according to 
the USDA guidelines. Our facility conducts immediate action regarding "Recall 
Hold" food items. The Tribal Environmental Health Inspector is notified to certify 
that the product is not fit for human consumption. The FSA-21 voucher and 
destruction verification form is completed, submitted, filed and then the 
American Disposal Solid Waste Company disposes of the damaged product. 
OSHA training is conducted at the warehouse every five (5) years and all 
certificates are placed on file for warehouse staff. 

o Guardian Pest Control Services are contracted annually to provide services for 
prevention of infestations. This is done by a licensed specialist and maintained 
monthly for our entire complex. Routine maintenance inspections are performed 
on industrial forklift and all other vehicles are inspected and maintained by the 
Motor Vehicle Department of LLBO. All inspections are in line with Federal 
regulations, as well as, Tribal guidelines. 

o All food shipments are unloaded at the loading dock where foods are inspected, 
counted, entered as inventory. Lastly, all receipts are processed following 
standard LLBO accounting protocols. All food orders are filled from inventoried 
stock and placed on the assembly counter for pick-up by participants. Home 
Deliveries are conducted for participants who are elderly and/or handicapped. 

• Distribution: 
o This facility offers an average of 20 distributions days per month with an 

estimated number of 175 participants at our one site. 
o This facility offers both site pick-up distributions and home delivery distributions. 

 Home delivery is provided for elders, home-bound and disabled 
participants. Leech Lake Band of Ojibwe owns 3 vehicles to assist with 
home deliveries:  

• 2010 Dodge Caravan 
• 2023 Chevy Pick-up 
• 2017 Chevy Tahoe 

o Days of operation FOR ONSITE PICK-UP DISTRIBUTIONS ARE M-H from 9am-
3:30pm. Days of operation FOR HOME DELVIERING DISTRIBUTIONS ARE the last  
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2 working days of the end of the month from 9am-3:30pm. We also offer delivery 
distributions on Fridays when requested.  

• 1-day expedited services are dealt with M-H. We do not have clients fill out the full 
application. We just ask to provide name and address in these cases. Client will then be 
sent to the first available intake worker. Client is taken into the intake office for 
confidentiality. Most of our cases are refer to by social services or other agencies.  

 

III. Dual Participation 
• Internal management controls are in place to ensure and prevent dual participation from 

occurring in our program.  
• All households are made aware of the consumer choices of food programs they qualify 

for. Each household may choose to switch from SNAP to Food Distribution which is a 
transition that is monitored through partnerships with SNAP agencies.  

• LLBO Food Distribution staff will not attempt to influence the participant's choice of 
agencies to work with.  

• During intake LLBO FD certification staff conducts an initial telephone call to the SNAP 
county to ensure and verify that the participant has not received benefits in the same 
month of application.  

• Reference and contact numbers for all four county (Cass, Beltrami, Hubbard, and Itasca) 
SNAP programs are maintained, as well as, points of contact for all other Food 
Distribution programs impacting the reservation area. 

 

IV. Food Preferences 
• Calendars, recipes, outreach materials, and individual NEA Services are given to each 

participant. Information about our program, as well as, calendars and nutritional 
information is advertised in the Leech Lake "DeBahJiMon" Tribal Newspaper. The Leech 
Lake Food Distribution does not conduct annual food preference surveys. Instead, 
choices are made based on food availability, input from the Leech Lake Traditional Foods 
Coalition, and those items that have been documented as being nutritional, as well as, 
popular during the previous 12-month period. 

• of our program that are determined eligible are served the same day and give a 
notification of when future pick up days are scheduled. We also service 1-day expedited 
cases during these hours. Grocery lists are provided for the participant and food choices 
are made and routed to the warehouse where it is boxed. Participants are then routed to 
the pick-up door and the groceries are loaded into private vehicles. 
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V. Nondiscrimination 
• Procedures and LLBO Protocols are in place to ensure compliance with non-

discrimination according to USDA guidelines and timeframes. "LLBO FD" displays "Justice 
for All" posters throughout the offices and warehouse building of our program. Civil 
Rights procedures are posted at our sight, as well as, listed on the "Notice of 
Determination forms, applications, brochures, calendars and all handout materials given 
to participants. 

• Complying with Complaints  
o If Leech Lake Food Distribution receives any civil rights complaints, they are 

referred and forwarded to the FNS Regional Office within 7 days of receipt. 
Individuals are referred to the nondiscrimination statement for details on filing a 
complaint. 

 

VI. Program Monitoring  
• Leech Lake Food Distribution conducts and annual program self-assessment. The 

Program Director conducts the review each year in the month of December. A 
template review form is used and once completed, is kept on file for 3 years. The form 
documents any program deficiencies noted, and the actions taken to correct them.  

• Leech Lake Food Distribution has a section on the application where clients can leave 
their comments, suggestions or complaints. This is reviewed by the Program 
Manager and if needed is forwarded along to Supervisor.  

• If a fair hearing is needed, the hearing official is Gloria Goodwin, Food Distribution 
Director of White Earth. 

 

VII. Program Training 
• Program training is done by attending the regional and national conference. This 

program also completes internal trainings put on and monitored by our Human 
Resource Department. They also receive on-the-job training from other staff. All 
staff are encouraged to request any training needs and they are identified during 
performance reviews.  

• Program Director keeps a log of all trainings that are completed by the staff for at 
least 3 years. Monitors and ensures that trainings are renewed at appropriate 
times.  
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VIII. Program Staffing 
• Specific Positions of the FD Program: 

o Director- This position is responsible for the administration of the Food 
Distribution Program in accordance with Federal and Tribal regulations. The 
Director supervises assigned staff and adheres to all duties listed on the attached 
LLBO Director job description. 

o Administrative/ Office Assistant· This position is the initial contact who greets the 
potential participant, completes the preliminary intake, assigns customer to 
Certification Staff and acts as day time security. This position has also been 
enhanced to include cross training for all FD Program Coordinator duties. All 
other duties are outlined in the attached job description. 

o Eligibility Specialist· This position is responsible for determining eligibility for 
Food Distribution and acts as a supervisor in the certification of applications. All 
other duties are outlined in the attached job description. 

o Certifiers· This position is responsible for working directly with the participants to 
complete applications and make food choices. They work with assigned 
caseloads to assist them in establishing a working knowledge of the family they 
serve. All other duties are listed in the attached job description. 

o Warehouse Coordinator- This position is responsible for the oversight of the 
storage, distribution and inventory, as well as, supervising warehouse staff. All 
other duties are listed in the attached job description. 

o Warehouse Workers· Primary duty of this position is to distribute inventory and 
oversee storage in warehouse. All other duties are listed in attached job 
description. 

o Nutritional Education Assistant· This position is responsible for providing basic 
nutrition education and activities to program participants. All other duties are 
listed in the attached job description. 

• Additional support staff needed for the successful operation of this program includes the 
following: 

o Day time security provided as a dual duty of the male administrative/ office 
assistant and during evening hours provided by the Leech Lake Tribal Security 
Program who patrol all tribal buildings during "After Hours" and report 
immediately to the Leech Lake Tribal Police if further assistance is needed. 

o Diabetes Educator: These duties and Nutritional position are provided through 
the specialist diabetes LLDECEP program of the Health Division. 

o Health Screener: These duties and RN position is provided through the PHN 
department of the Health Division to conduct nutrition education and health 
screenings of FD participants during scheduled events and dates. 
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• Other Supportive LLBO Program Staff: All staff in this category will be used for related 
activities such as but not limited to outreach, interpreting, prescreening, assisting 
applicants in completing the application and securing needed verifications. All staff in 
this category are prohibited from conducting certification interviews or certifying food 
distribution applicants. 

o Security: LLBO security patrols the warehouse, office and FD premise to prevent 
theft, violence or infractions of rules. This position evicts unauthorized violators 
from the premise and calls the LLBO Tribal Police or Cass Lake Fire Department 
when the situation deems itself necessary. 

o Janitorial; These duties are shared by all staff assigned to this program and work 
within the building. 

o Nutritionists: This LLBO Health Division staff is responsible for promoting, 
maintaining and improving the health and wellness of participants of this 
program. This position completes assessments for individual health needs to 
determine program goals, as well as, planning, implementing, monitoring and 
evaluating programs designed to encourage healthy lifestyles. This position is 
responsible for visual aids, videos, nutritional displays in the local community and 
in the FD lobby. The nutritional education is extended to the elder congregate 
meal sites on the reservation as well. This position emphasized the four core 
nutritional education elements: Dietary quality, food security and safety, 
shopping behavioral/ food management and exercise. 

o Registered Nurse- This position offers blood pressure and blood glucose 
screening at the FD building. This position is supervised by the RN LLBO Director 
and conducts referrals to LLBO health professionals as well as assists with 
individual health plans. 

 

IX. Nutrition Education 
• All nutrition education materials are distributed at the food distribution facility, and also 

at various out-and about community events in order to promote FDPIR and the nutrition 
benefits of the program. Materials on the variety of FDPIR foods and their uses and 
storage guidance are also provided to participants. FDPIR foods are also used for cooking 
demonstrations and sampling. 

• This effort is a collaboration with our Leech Lake Food Sovereignty Program and Food 
Sovereignty Education Program. 
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X. Financial Management 
• Tribal Management System: Personnel Policies: General Administration Personnel 

Policies were adopted by the Tribal Council on January 7, 2000. Policies include the 
following Chapters: General Administration, Personnel Policies, Human Resources, 
Employee Relations, Employee Benefits and Compensation, Training and Career 
Development, and Finance. The Tribal Council acknowledges and recognizes that we 
must conform in a written format, rather than currently enforced internal policies, to 
ever-changing Department of Labor standards. A comprehensive Employee Code of 
Ethics has adopted by the Tribal Council. 

• Liability and Risk Management programs: are included under the Tribal Health Division's 
institutional plan. Staffing meets the requirements for certification and qualifications to 
perform jobs as defined by accepted Joint Commission on Accreditation of Health Care 
Organizations and Federally Qualified Health Center protocols. 

• Property: The Tribal Property Department utilizes written policies and procedures. 
Property Department personnel conduct annual inventory quality control measures, and 
Departmental property audits as necessary. 

• Financial Management: The Tribal Council possesses established policies and procedures 
• governing all financial transactions over its programs and accounting systems. These 

policies and procedures include written procedures covering recording of financial 
transactions; competent, experienced and professional staff; receipts and disbursements 
identified according to funding agency and approved budgets; and written policies for 
approval of all financial transactions and specific guidelines for disbursements. 
Accounting and Procurement Management systems are modeled after Federal 
Acquisitions Regulations contained in 0MB Circular A-87, A-102 and A-133 and specific 
requirements established by funding agendas. In the event of a variance, federal 
regulations apply. 

• Procurement and Contract Management: The Tribal Council has adopted the 
Procurement and Contract Management Manual that provides instruction, practices, 
procedures and responsibilities for economical and efficient management. The Manual 
requires that all activity conforms to 45 CFR 74, 45 CFR 92, 45 CPR 101, and 0MB Circular 
A87 and A-133. Inherent to the Manual, federal law and regulation prevails. The 
proposed project's contract bidding and award process wi11 be administered through 
the Central Purchasing Department, which is staffed by employees who are experienced 
and knowledgeable in contract policies and procedures. Contractual management 
including the entire bid-letting and contractual agreement process are managed by a 
Contract Review Team authorized by the Tribal Council to protect the interests of the 
Tribe, and to ensure that established procedures and legal requirements are followed 
and maintained. 
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• Independent Audit: An independent audit of all Tribal financial operations is performed 
on an annual basis. Each Division and Department has an Accountant assigned to 
oversee all Divisional fiscal management. Per your request the 2010 Audit Report from 
Miller, McDonald, Erickson and Moller, Ltd. will be provided with the Schedule of 
Expenditures of Federal Awards: Year Ended September 2022, in efforts to illustrate 
successful grants and contracts that Leech Lake manages. As can be seen, Leech Lake has 
extensive administrative experience in operating a wide variety of grant programs similar 
to this grant. The Tribal Council recently adopted Resolution No. 2007-37 by which 
reiterates Tribal Council commitment to comply with 25 CFR 900, Subpart F. This 
Resolution is also available upon request. 

• Other Fiscal Information: 
o Salaries and client ration per staff remain essentially the same as in previous 

years. Salaries reflect RTC allowances, directives and merit personnel system, as 
well as, being comparable to local government and geographic scale- not less 
than the Federal Minimum Wage Scale. All COLA and wage increases may be 
suggested by the FD Director which is followed by official consideration by the 
LLBO RTC. All wage adjustments are placed in writing by the RTC and placed on a 
formal PCF which is signed by all appropriate supervisors and forwarded to the 
LLBO Accounting Department for processing. 

o Fringe Benefits are calculated at an annual rate of 30.23%. The breakdown is as 
follows: Social Security 6.2%, Medicare 1.45%, Health Insurance 16.,0%, Life 
Insurance .23%, Retirement.3.0%, Workers Comp 1.54%, Unemployment 
Insurance .84%, and Short-Term Disability Insurance .97%. 

o Travel Expenses for this program are based on historic costs and include staff 
training, staff meetings, home visits, and in-services. Regional and National 
Conferences are also included in this category. 

o Supplies for this program are self-explanatory, based on implementing the 
objectives of this program and are based on historic costs. 

o Insurance costs for this program covers the complex and premise, food, vehicles, 
industrial equipment and all building contents. 

o Other Costs: These items include all expenses for routine maintenance contracts, 
sanitation, pest control, copier fees and vehicle fleet department costs. In 
addition, the expenses for utilities, heating, cooler and furnace repairs are 
charged to this line item. 

o Telephone: This line item reflects local and long-dis1ance cell phone fees directly 
related to this project. 
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XI. Other 
• Certification, Inventory and Distribution System 

o The Leech Lake Band of Ojibwe utilizes the SYGNAL system for certification 
and distribution. The SYGNAL system is maintained by FNS and is a web-
based platform. Many notification forms are auto-generated in this system 
and therefore are not developed by the Tribe. The guide rate for issuance is 
also maintained in this system and is not the responsibility of the program 
operations. The Leech Lake Band of Ojibwe also uses this system to manage 
inventory and submit inventory reports. A monthly FNS-152 report is 
generated at the end of the month to report receipt of USDA Foods, 
distribution, food losses, foods used for nutrition education, and any required 
adjustments. 

• Assurances: In the administration of FDPIR, the Leech Lake Band of Ojibwe also 
assures: 

o The value of the commodities provided to any eligible household shall not be 
considered income or resources for any purposes under any Federal, State, or 
local laws, including, but not limited to, laws relating to taxation, welfare, and 
public assistance programs; and no State agency shall decrease any 
assistance otherwise provided to a household because of the receipt of 
commodities. 

o The distribution of commodities shall not be used as a means for furthering 
the political interest of any individual or party. 

o Households shall not be required to make any payments in money, materials 
or services for, or in connection with, the receipt of commodities; and they 
shall not be solicited in connection with the receipt of commodities for 
voluntary cash contributions for any purpose. 

o Use of disclosure of information obtained from food distribution applicant 
households, exclusively for the Food Distribution Program, shall be restricted 
to persons directly connected with the administration or enforcement of the 
provisions of the Food Distribution Programs as defined in this part of this 
subchapter, the Food Stamp Act or regulations, or with other Federal or 
federally aided, means-tested assistance programs such as title IV-A (TANF), 
XIX (Medicaid), or XVI (SSI), or with general assistance programs that are 
subject to the joint processing requirements specified in § 273.2(j)(2) 

 
 
 
 
 

https://www.ecfr.gov/current/title-7/section-273.2#p-273.2(j)(2)
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Exhibits:  

 








