ENTER Company Name or Logo Here
Receiving


Purpose:  To reduce the risk of foodborne hazards associated with improper supplier storage, handling, and transport.  

Scope:  This procedure applies to all employees who handle, prepare, or serve food.

INSTRUCTIONS/PROCEDURES: 
1. Train employees on receiving procedures annually. 
2. Follow Island County Food Code requirements.
3. Schedule deliveries to arrive at designated times during operational hours.
4. Post the delivery schedule, days/times of deliveries, and supplier information.
5. Organize freezer, refrigerator, and dry storage space before deliveries.
6. Gather order, temperature logs, calibrated thermometers, pens, flashlights, and clean loading carts before deliveries.  
7. Compare delivery invoice against products ordered and products delivered.
8. Visually inspect delivery vehicle and all products for evidence of biological, chemical, and/or physical contamination.
9. Products should be rejected for the following:
· Evidence of contamination.
· Evidence of time/temperature abuse and/or TCS foods delivered in a vehicle without adequate temperature controls.
· Expired, improperly labeled, or incorrect product(s).
· Refrigerated TCS foods not received at 41oF or below.
· Frozen TCS foods not received at 0oF or below.
· Insufficient documentation (shellstock tags, parasite destruction records, etc.)
10. All products that are rejected will be documented on the on invoice/order or receiving log.
11. After receipt and prior to storage, date all cases/packages for first in first out rotation.
12. Transfer TCS foods to their appropriate cold storage locations immediately.

NOTE: Shell eggs and shellfish may be received at an air temperature of 45oF or below. Milk may be received at 45oF or below.

MONITORING:
1. The person in charge and/or other management staff will help coordinate/supervise receiving timeframes and activities. 
2. Discard or return any products that were improperly received.

CORRECTIVE ACTION:
1. Reject any product that does not meet established standards.
2. Retrain any employee not following proper receiving procedures.

VERIFICATION AND RECORD KEEPING:
1. Management staff will audit compliance monthly.
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