
Building Local Food Sales in Retail Settings 

Bringing on New Fruit & Vegetable Farmers  
A Visual Guide and Checklist for Direct-Store-Delivery  

 

This document provides a template for grocers who buy fruits and vegetables  

directly from local producers. 

 

It provides guidelines for store managers so that they can set up local farmers 

as vendors who do “direct-store-deliveries” (DSD). 

 

 

 
 

NC Growing Together, a Center for Environmental Farming Systems-led initiative, is funded by the United States Department of 

Agriculture, National Institute of Food and Agriculture, grant #2012-68004-20363  www.ncgrowingtogether.org,  
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Locally Grown Produce  

Direct-Store-Delivery Packet 

 
Store completes each page. Return to produce  

directors for final approval  

and vendor set up. 
 

Note that this 

packet assumes 

the individual 

store is part of a 

grocery chain 

with 

management 

oversight. 



Packet Checklist 

Signed and completed: 

 Vendor set up form………...page 1 

 Food safety questionairre…pages 2-3 

 Vendor sign info…… ….…..page 5 

 Invoicing requirements…….page 6 

 Store requirements………...page 7 

 

Attach: 

 Copy of insurance (example on page 4) 
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14 days 

Company specific information here on the 

department to which the form is submitted 

and process for doing so.  
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    Required Food Safety Questionnaire 
    Farm completes this two page questionnaire.  

    If GAP Certified, attach copy of certificate. 

 

 

DATE _________ 

BUSINESS NAME         ____________________________________________ 

BUSINESS ADDRESS  ____________________________________________ 

PHONE ______________________ EMAIL ____________________________ 

 

Store(s) to deliver to: _____________________________________________ 

 

Total acres in produce: _____       

 

Years growing produce for sale, including farm stand sales: _______ 

 

Description of what else is on the farm (livestock, etc): ______________ 

_____________________________________________________________ 

_____________________________________________________________ 

 

Where do you currently sell your produce?  

___  wholesaler/distributor                        ___ my own farm stand             ___ broker 

___  farmers market                                  ___ restaurant                           ___ CSA 

___  to other farm stand owners                ___ grocery or other retailer      ___ food hub 

 

 



Products/approximate dates available: 
Spring crops: ________________________________ 
Summer crops: _______________________________ 
Fall crops: __________________________________ 
Winter crops: _______________Perennial crops: _________________________ 

 

Will product be washed or cooled prior to delivery?_______ 

Will product be delivered on a refrigerated truck?________ 

If product is washed, what is the source? 

       Well           ___ 

       Stream       ___ 

       Pond          ___ 

       Municipal    ___ 

Is irrigation and wash water source tested?_ ___________ How often?____________ 

Is field or water source exposed to runoff from animal confinement or grazing areas? 
Yes ____  No ___ 

 

Are you GAP certified?      Yes ______    No _____  

Have you attended GAP Training?     Yes _____ No ______ 

If yes, when and where? ____________________________________________________ 

_________________________________________________________________________ 

 

Does your farm have a written food safety plan?      Yes ______    No _____  

 

Are you USDA Certified Organic? YES NO 

 

Date _______ GROWER signature____________________ 
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If irrigation is used, what is the source? 

       Well           ___ 

       Stream       ___ 

       Pond          ___ 

      Municipal    ___ 
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Example of Certificate of Liability Insurance 

Should be 

minimum $1mm 

aggregate and 

$1mm product 

liability. 

May not need to be 

listed as an “additional 

insured.”  

“Certificate holder” 

may suffice. 
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Vendor Sign 

What do you want customers to know about  

you, your family or your products?  

___________________________________ 

___________________________________ 

___________________________________ 

___________________________________ 

___________________________________ 

___________________________________ 

___________________________________ 

___________________________________ 

 

Email address you can be reached for a photo:_______________________ 

Description of the farm 

photo 
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Invoicing Requirements 

Store Delivered to: Store 1XX 

Date: 08-01-201X 

Invoice number: 08011X1XX   (Each invoice needs to have unique invoice number. If using a 

handwritten ticket book, that is fine. If you are printing your own, you can put date, then store 

number to achieve a unique number each delivery. If a payment is missed, you will be able to 

give an invoice number, and it can be referenced it.) 

 

Vendor name: 

Blueberry ABC Farm (Same as vendor set up) 

Street Address (Same as vendor set up) 

XXXX, XX  Zip 

 

Products delivered: 

Yellow squash – $____ per lb/etc.        Cucumbers - $___ per lb/etc. 

Total lbs/etc delivered:                          Total lbs/etc delivered             Total amount: $ 

: 

Product of the USA (this is for the country of origin labeling laws) 

My invoice will contain this information even if handwritten.  

GROWER signature________________________________________ 

 

Important 
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Quality and Pricing 

Store signs verifying they understand quality and pricing. Store is the buyer! 

 

 Product specifications:  

     Store owns quality control (if in doubt please call produce directors for specs). 

  Preferably, farmer brings you in a sample  

  before purchasing or visit farm. 

 

 Determining cost/retail: 

  Cost should not exceed XXX…. 

 

 Product identification: 

  Cashier identification is store responsibility if item does not have PLU or UPC. 

 

    

I understand and I have covered quality and pricing with the farm. 

STORE signature ________________________________________ 

Note that these 

examples assume 

the grocery is part 

of a chain with 

mgmt oversight. 


