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PURPOSE AND SCOPE

This procedure provides the receiving procedure for all food and non-food contact materials and chemicals for *Name of the company*

Those supplies that do not directly or indirectly affect the quality or the safety of the products are not covered by this procedure. These products may be added to the Incoming Ingredients List based on product costs or availability. 


FREQUENCY

This procedure is to be followed each time incoming ingredients, food and non-food contact materials and chemicals are received. 


PROCEDURE

The Receiver will visually evaluate the materials to ensure that it meets the following specifications. 

· all incoming packaging or production materials that may come into contact with meat product must be approved – check the Approved Suppliers/Products List available at shipping and receiving to ensure that the incoming materials are listed
· incoming non-food chemicals must be listed on the Approved Suppliers/Products List
· the incoming materials must be clean and free from damage
· the transport vehicle will be clean and free from debris that could contaminate the materials
· the keys must be obtained from the driver

Upon receipt of ingredients and externally printed labels, it is the responsibility of the shipper/receiver to review the provided documentation to ensure compliance and accuracy between the ingredients and the finished product ingredient lists.  This will be recorded on the Receiving Inspection – Non Meat form.

The Receiver will verify the quantity received with the purchase order and the bill of lading. If there is a discrepancy, the Purchaser will be contacted. The supplier will be contacted and a note will be made on the Receiving Inspection Form – Non Meat.

Once receiving is complete:

· Incoming food and non-food contact the materials will be placed in the Delft Blue warehouse until required for production.
· Non-food chemicals will be placed in the designated Chemical Storage area.
· Spices, breading and marinades will be placed in their respective spice rooms. Spices, breading and marinades that contain an allergen must be placed in the designated area in the spice room. 

Once complete a copy of the Receiving Inspection Form - Non Meat will be attached to the bill of lading and given to the Accounts Payable Department. A copy will be given to the HACCP Coordinator. 

DEVIATION PROCEDURES

In the event that the packaging materials of the incoming materials, chemicals, etc is damaged or excessively soiled the Shipper/Receiver will determine if the contents have been compromised. If the contents have been compromised the Shipper/Receiver will Hold the product and contact the Purchaser and/or the HACCP Coordinator and the corrective actions taken will be determined by the nature of the deviation, e.g. return to the supplier. The corrective actions taken will be documented on the Receiving Inspection Form – Non Meat. 

If the materials fail incoming evaluation for any other reason the Receiver will contact the Purchaser and/or the HACCP Coordinator and the corrective actions taken will be determined by the nature of the deviation, e.g. return to the supplier. The corrective actions taken will be documented on the Receiving Inspection Form – Non Meat. 

In the event that materials are received that are not on the Approved Suppliers/Products List, the materials will be put on Hold and the Purchaser and/or the HACCP Coordinator will be notified. The corrective actions taken will be determined by the nature of the deviation. 

If an ingredient contains a component that is not found on the finished product ingredient list (or label is inaccurate), the ingredient is placed on hold as per the hold procedure and the HACCP Coordinator, Plant Operations Manager or Trained Designee s informed.  The HACCP Coordinator or Plant Operations Manager are responsible for reviewing the specification requirements/approved labels to ensure they are up-to-date and accurate.  If required, new documentation will be requested from the suppliers.  The corrective actions taken will be documented on the Receiving Inspection Form – Non Meat. 
RECORDS

Receiving Inspection Form – Non-Meat

Incoming Ingredients List

Bill of Lading

Purchase Order
Disclaimer: This template is for general use only and must be customized to meet your business’s regulatory requirements
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