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Ordering, Pickup, and Blowout Guidelines 2026
General Ordering Guidelines
1. Partners must place all orders through Agency Express unless otherwise specified. 
2. Partners should edit their orders on Agency Express if they need to make any adjustments to a current order, making sure to resubmit the order. 
3. Partners can call or e-mail their Network Service Manager (NSM) for questions about products or to update orders that couldn’t be updated on Agency Express.
4. Gleaners operates on a 2-business day processing window. Orders must be submitted a minimum of two business days in advance of the order date by 11:30AM. For example, this means that orders for Wednesday must be placed by Monday at 11:30AM. Agencies may place orders up to 7 days in advance, but no changes can be made to an order past 11:30AM two business days prior to the order’s pick up or delivery date.
a. Totes are now available to order directly via Agency Express. Totes will be added to available inventory as they come in, which means they will be available in limited numbers.
Pick-Up Guidelines
Chute Pick-Up Video can be found here: https://drive.google.com/file/d/1TcIFwBQwHZphBFCqqIpstIq20xR_mUa3/view?usp=drive_link

1. Upon arrival, partners must pull up to the yield sign in the chute and wait for a chute associate to check-in and direct them to where the order is staged. If partner plans to visit blowout, they should notify chute associate upon check-in. All partners must check in with a chute associate before loading any product.
2. If a partner is going to be late for its scheduled pick-up appointment, or needs to cancel its appointment, they should notify Gleaners as soon as possible by calling their assigned Network Service Manager.
3. Partners can only have two vehicles in the chute at any given time. If the partner arrives with three vehicles, two will be permitted to enter the chute while the remaining vehicle must wait outside until one of the vehicles exits the chute.
4. If a partner is more than 20 minutes early to its scheduled appointment time, the chute associate may ask the partner to exit the chute and return at its scheduled appointment time. 
5. If a partner is more than 15 minutes late, the chute associate may ask the partner to exit the chute and return at the next available appointment time. 
a. Chute pick-up ends at 8:30AM on T/W/Th and 9:30AM M/F, meaning all partner vehicles must be out of the chute at this time. If a partner arrives after this time it is considered a missed pick up and they need to call their NSM to arrange an alternative time to pick up. It is likely they will have to come back the following day to pick up the product.  
b. Dock pick up ends at 2PM M-F. If a partner arrives after this time it is considered a missed pick up and they need to call their NSM to arrange an alternative time to pick up. It is likely they will have to come back the following day to pick up the product.
6. If a partner has a missed pickup, NSM will work with the partner to reschedule to an available pickup slot within the next three business days. If the order is not picked up within three business days the order will be returned.
a. If a partner is a no call no show due to adverse weather, or some other emergency, Gleaners staff will work with the agency to reschedule the order, but if the order is not picked up within a week, it will need to be returned and reordered.
7. Partners must bring their invoice to pick up an order or an old invoice if they are picking up blowout product only.  
a. Invoice is sent to the partner’s primary contact via email the business day prior to the pickup date. This document will say INVOICE at the top of the document. Please note that this is different than a SALES ORDER or WEB ACKNOWLEDGMENT. 
b. Invoice may be requested by chute associate to verify that the partner is receiving the correct order and/or to confirm blowout eligibility.
8. Partners must verify that they received their correct order to the best of their ability before leaving the chute. This includes checking the pallet tags on their order and checking the product against their invoice (NOT sales order or web acknowledgment). Partners have 24 hours after their pick-up time to notify their NSM of missing product or incorrect product on their order. After 24 hours, Gleaners is not obligated to submit a financial credit on behalf of the partner, but will work with NSM and partner to find a solution that works for all.
a. If a partner finds that the staged order includes product that they did not order, then the partner should inform their NSM. If the partner finds the error when still in the chute, they should alert a chute associate and leave the product in the chute. If the partner finds the error after they have left the premises, they should notify their NSM who will work with them to determine if they would like to keep and be invoiced for the product or if they’d like to bring it back for a return. 
b. If a partner finds that the staged order is missing product that was listed on the invoice, either while still in the chute or after leaving, the partner should inform their NSM. If the partner finds the error when still in the chute, they should alert a chute associate to assist with identifying whether the product is available. If the partner finds the error after they have left the premises, they should notify their NSM who will work with them to determine if the product was left behind onsite or if Gleaners should issue a credit. 
c. For any quality concerns or questions, partners should contact their NSM as soon as possible and send photos of the product in question.
9. If product is ordered by the tote, the partner is committed to taking the full tote and may not opt to take only some of the product included in the tote. Doing so will jeopardize the partner’s ability to order totes in the future. If the partner runs out of room for the full tote in their pick up vehicle, they must schedule another time to pick up the remainder.
10. Chute associates will assist if availability permits, but should not be expected to help load product into their vehicles by forklift.
11. Partners are not permitted to enter the warehouse or front offices unless accompanied by Gleaners staff. Partners must remain in the chute area.
12. Partners must follow safety rules in the chute, as seen below:
a. Vehicles may enter the chute through Door 3 only when the light signal is green and the garage door is fully opened.
b. Proceed to the first yield sign and wait for chute associate to check in and direct driver to parking spot where order is staged.  
c. Vehicles should travel no faster than the 10MPH speed limit.
d. Vehicles must stop at crosswalks and stop signs to allow for pedestrians to cross.
e. Vehicles are not permitted to park on any crosswalks.
f. Vehicles should not park in front of man doors or garage doors. 
g. Vehicles are not permitted to reverse or turn around in the chute.
h. When exiting the chute, wait for the light signal to turn green prior to exiting.
i. All pedestrians must use indicated walking paths and be cautious of vehicles passing.
j. Only Gleaners staff who are trained to use the forklifts or pallet jacks are allowed to use or touch the equipment.
k. Children must be supervised at all times, and children under 9 years of age must remain in a vehicle while on the premises. 
l. No running or horse play in the chute.
13. Gleaners Food Bank of Indiana reserves the right to update these guidelines as needed.
Blowout (Available to Network Partners and School-Based Pantries Only)
1. Blowout hours:
a. Mondays & Fridays: 6:30AM – 11AM
b. Tuesdays, Wednesdays, & Thursdays: 6:30AM – 8:30AM
2. Each partner is allowed to have 2 vehicles to pick up in the chute, no more than 2 will be permitted. 
3. Partners must pull up to the yield sign to check in with a chute associate upon arrival and may be asked to provide their agency ID or recent invoice. This will be used to confirm that a partner is eligible to receive blowout product as a Network Partner or School-Based Pantry.
4. Each partner will be given a 20-minute window to shop and load their vehicle. 
a. Partners do not need an appointment to pick up blowout product.
b. Shopping carts will be provided to transport product from the blowout location to vehicles once checking in with a staff member.
c. Partners must sign in prior to visiting blowout, and sign out when they have returned the shopping cart.
5. Chute product will be staged prior to 6:30AM and should not be expected to be replenished throughout blowout hours. 
6. All individuals picking up from blowout must follow the below personal and food safety rules or will be asked to leave: 
a. All safety rules listed from #12 of the Pick-Up Guidelines must be followed. 
b. Items should never be put on the ground—it must either be put into a shopping cart or brought directly to the vehicle to be loaded.
c. If food product is open, it cannot be distributed and should be thrown away in the proper trash totes available in the chute.
d. Product should never be grabbed out of someone’s cart without permission, “guarded,” or held outside of what fits in a cart. The product in the cart must be taken to the vehicle and unloaded first before shopping for more product. 
e. Everyone is expected to interact respectfully, displaying appropriate behavior and language. We are all here to serve those in need.
7. Gleaners Food Bank of Indiana reserves the right to update these guidelines as needed. 
8. By visiting blowout, partners attest that they have read and acknowledge blowout guidelines and agree to operate within parameters stated above. 
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