HHFB FOOD PANTRY REPORTING GUIDELINES

Please report your food usage numbers quarterly or monthly using the Food Pantry Report Form.  This is necessary to meet requirements of the USDA, which provides much of HHFB’s food, and of Feeding America, the national network that helps food banks succeed.

Please keep a sign-in sheet (or sign-in cards) every time you give food to clients.  Your sign-in sheet should include date, name, and number of people in the family/household. At the end of each month, count and sum up the number of households and individuals served.

· Number of Households Served – This is usually the same as families. 
If you only keep track of individuals and do not know the number of households served, leave this column blank.  
· Number of Individuals Served – This includes children of any age. 
If you only keep track of households and do not know the number of individuals served, leave this column blank.  
You do not need to keep track of number of boxes or bags distributed.
If you have any questions or comments, please contact Erin or Dan:

HHFB Phone number: (812) 334-8374, X 100
Erin’s email: memberagency@hhfoodbank.org
Dan’s email dan@hhfoodbank.org
Thank you for your cooperation!

