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PURPOSE

To verify the number range and receipt of vouchers from the food bank to the distributing agency.

PROCEDURE

When to Prepare

The Voucher Receipt Log must be completed when the vouchers are received by the distributing agency from the food bank.

How to Obtain Form

To obtain Form H1451, visit the Texas Department of Agriculture (TDA) website at: www.snptexas.org. 

Number of Copies

The distributing agency keeps one copy.

Transmittal

Maintain in files for review.

Form Retention

Keep Form H1451 for three years from the end of the fiscal year. Exception: If audit findings, claims or litigation have not been resolved by the end of the retention period, all forms and records must be retained until all issues are resolved. 

DETAILED INSTRUCTIONS

         Site – Enter the name of your site at the top of the form

         Food bank – Enter the name of the food bank you contracted with to   distribute vouchers

Date Vouchers Received from Food Bank  — Enter the date the vouchers were received from the food bank.

Number Range of Vouchers — Record the beginning and ending numbers (on the upper right hand corner of the voucher) of the range of voucher numbers received.

Signature of Authorized Representative — The person at the site who is responsible for the security of the vouchers must sign the form.

Signature Date – Enter the date the Voucher Receipt Log is signed.
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