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SECTION:

Purchasing, Receiving, and Storage

SUBJECT:

Inventory

PURPOSE:

To assist in the ordering of necessary food and supplies.

POLICY:

A weekly inventory will be taken.

PROCEDURE:
The Food Production Manager will take a weekly inventory.

_________________________

Approval                 

_________________________

Date                     

_________________________

Date Reviewed            

SECTION:

Purchasing, Receiving, and Storage

SUBJECT:

Purchasing

PURPOSE:
To assure that high quality products are purchased that meet corporate guidelines and all applicable health codes.

POLICY:
Purchasing of all food, disposables, and equipment will be done by the Dining Service Department.

PROCEDURE:
1.
The Dining Service Director is responsible for all purchasing.

2.
Written order guides are used with par levels established to maintain inventory control.

3.
Written specifications for food items are available.

4.
An approved vendor list is available.  Vendors are selected upon the basis of quality, service and cost.

5.
All purchased food will meet applicable infection control standards.

_________________________

Approval                 

_________________________

Date                     

_________________________

Date Reviewed            

SECTION:

Purchasing, Receiving, and Storage

SUBJECT:

Receiving of Orders

PURPOSE:
To ensure that all goods that are ordered are received and in good condition.

POLICY:
All deliveries made into the department shall be checked in physically by a department designate.

PROCEDURE:
1.
Goods shall be checked in according to the shipping invoice. 

Quantities will be verified as well as weighs taken of those items that are ordered by the pound.

2.
Goods that are damaged should be returned at the time of the delivery to the shipper.  After refusing damaged goods, obtain either a credit slip, or note on the invoice the item that is being returned.

_________________________

Approval                 

_________________________

Date                     

_________________________

Date Reviewed            

SECTION:

Purchasing, Receiving, and Storage

SUBJECT:

Storage of Food Products

PURPOSE:

To ensure that all products used are at their optimum serving value.

POLICY:
Food products will be stored in such a manner as to minimize the risk of spoilage or contamination.

PROCEDURE:
1.
The area used for "dry storage" or staples should be:

a.
Cool, dark, well ventilated, and lighted.

b.
Well maintained, neat and orderly.

c.
Free from insects and rodents.

d.
Equipped with above the ground shelving.

e.
Sufficiently roomy to avoid crowding of food and food contact with the wall.

2.
Perishables are stored under refrigeration, either in chilled storage or in freezers.  Some important requirements are:

a.
Separate chilled storage should be provided for dairy products, meat and cooked foods, and fruits and vegetables.

b.
Cold storage should be sufficiently ample to accommodate all food at peak periods.

c.
All perishable and/or cold food will be stored at 45 degrees F, or below.

d.
All frozen food will be stored at 0 degree F.

3.
All food will be covered when stored.  Any left-overs and open cans will also be labeled and dated.

_________________________

Approval                 

_________________________

Date                     

_________________________

Date Reviewed            

SECTION:

Purchasing, Receiving, and Storage

SUBJECT:

Dented Cans

PURPOSE:

To avoid any type of food poisoning.

POLICY:

Dented cans will not be used in food preparation.

PROCEDURE:
1.
All cans will be inspected upon arrival.

2.
If a dented, unlabeled, rusty, leaking, or swelled can is found, it will be put into a box designated "dented cans".

3.
All these cans will be returned.

_________________________

Approval                 

_________________________

Date                     

_________________________

Date Reviewed            

SECTION:

Purchasing, Receiving, and Storage

SUBJECT:

Rotation of Goods

PURPOSE:

To ensure that all goods used will be at the optimum serving value.

POLICY:
All goods (including perishables, non-perishables, and staples) shall be rotated on a first-in-first-out basis.

PROCEDURE:
1.
When dry goods are placed on shelves the new cans, bottles, etc., 



are placed behind old ones.

2.
When meat is placed in the refrigerator or freezer, it is dated.

3.
New produce will be dated whenever possible and will always be placed behind older produce.

