ASSOCIATED STUDENTS, INC.
CAL STATE SAN MARCOS

ASI Cougar Pantry Express Bag Pick-Up
Guidelines and Procedures

Overview

The ASI Cougar Pantry serves all CSUSM students in an effort to decrease food insecurity on
campus. The pantry stocks a variety of dry and canned goods, limited produce, milk, toiletries, and
diapers. The ASI Cougar Pantry is currently open four days a week, but some students’ schedules do
not align with operational hours. The ASI Cougar Pantry team created the Pantry Express Bag Pick
Up, a to-go bag pick-up option, to support students who are unable to visit the pantry during
regular operating hours.

Guidelines
I. A bag will be available once a week for currently enrolled CSUSM students.

a. The student cannot have “shopped” in the pantry during that week
II. Students will only be eligible to receive a pre-bagged bag once per week

a. Bags will be available only on Fridays at the ASI Cougar Pantry for pick-up
between 12:00pm and 3:00pm unless otherwise scheduled with ASI Cougar
Pantry team member.

a) If campus is closed on Friday, to-go bags will not be available.

b. Bag will include dry good and shelf-stable items in addition to diapers and
menstrual products if requested on submitted form. All items are dependent on
item availability.

c. Bags will be prepared by ASI Cougar Pantry team members.

Student must come pick up the bag themselves and show valid student ID

Procedures
I. Student will submit bag request on the ASI Cougar Pantry website.
a. The bag request form in the Qualtrics system will collect:
i.  Name, Student ID, Campus Email, how many people in the
household will the food be serving, Diaper Size if applicable,
Yes/No to menstrual products)
ii. Dietary restrictions and/ or food allergies
b. Form will be received by ASI Cougar Pantry email
c. Request must be submitted by Thursday at 5:00 pm of the requested week.

Form Review and Eligibility Verification
II. ASI Cougar Pantry professional staff team member will review and receive the forms

a. Professional staff member would verify if student visited the pantry space during
that week
i. If confirmed they did attend, the student will be notified they are
not eligible to receive bag for pick up
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ii.  ASI Cougar Pantry team member will contact approved students
via email to confirm bag pick-up.
b. ASI Professional staff members will add a list of approved students to the ASI
Project Management System, Basecamp message board, for that week. All other
personal information remains confidential.

Approval and Pick Up Communication
[ll. ASI Cougar Pantry team member will contact approved students via email Friday morning

to confirm bag pick-up approval or denial.
IV. Student will have between 12:00pm and 3:00pm to pick up requested bag unless
otherwise scheduled with ASI Cougar Pantry team member.
a. If bagis not picked up by 3:00pm, items will be redistributed back to ASI Cougar
Pantry inventory.
b. If a student fails to pick up a requested bag more than three times a semester,
they will be ineligible to request future express bags.
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