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     HHFB RESIDENTIAL PROGRAM REPORTING GUIDELINES___
Please report your service statistics monthly (recommended) or quarterly, before the 14th of the month after the end of each quarter. This is necessary to meet requirements of Feeding America, the national network that helps food banks get food and funding. Even if you do not use HHFB products in a given week or month, still report all individuals and meals/snacks served by your agency, regardless of sources of food. 

So due dates are:

First quarter statistics: April 14

Second quarter statistics: July 14

Third quarter statistics: October 14

Fourth quarter statistics: January 14 of the next year

…though reporting at the end of each month is preferred, if you use the online form below.

Report online at http://www.hhfoodbank.org/member-agencies/member-agency-report-form/
(If you submit quarterly, please enter info for one month, press send; then enter info for another month, press send; then enter info for the third month, press send. Do not submit all numbers for a quarter on one form. We need monthly numbers.)

Or report using our On-Site Report Form in Excel format, attaching it to an email or sending via US mail. 

Fill in “Number of Individuals Served” and “Number of Meals/Snacks Served”.
· In the “Number of Individuals Served” field, report the number of residents in your program in the given month, including people who stayed all month and people who stayed part of the month.

Example: If there were 8 people residing in your facility all month plus 2 people who were there for one week each plus 1 person who was there 24 hours, report 11 in the “On-site Individuals Served” field, because 8 + 2 + 1 = 11. 

· In the “Number of Meals/Snacks Served” field, report the number of meals and snacks served to anyone all month. (Meals and snacks count the same.) Some agencies use 4 meals/snacks per day as an average, but yours may be different.
Example: If there were 31 days in the month with 8 people residing in the facility all month plus 2 people who were there for one week each plus 1 person who was there for 24 hours—and each person ate an average of three meals plus one snack per day—report 1058 in the “Number of Meals/Snacks Served” field, because

8 individuals x 4 snacks/meals x 31 days = 992

    2 individuals x 4 snacks/meals x 7 days = 64

         1 individual x 4 snacks/meals x 1 day = 4

Total = 1060
If you have any questions or comments, please contact our Agency Relations Coordinator:

HHFB Phone number: (812) 334-8374

Erin’s email: memberagency@hhfoodbank.org
Mailing address:  Erin Hollinden, HHFB, PO Box 697, Bloomington, IN 47402

Thank you for your prompt and accurate reporting. Having accurate service statistics helps HHFB and our agencies get products and funding to try to meet changing demand.
