[image: ]Food Receiving & Rejected Deliveries Log

Term _______________________           Year_____________________

Only accept food in good condition. Check:  
· Food is within ‘use by date’ or ‘best before date’ 
· Frozen food is hard frozen (i.e. no visible thawing) 
· Chilled food (i.e. raw meat, poultry, fish, small goods & dairy)  is at/below 5 ̊C 
· Hot food is at or above 60 ̊C (or complies with Four Hour/Two Hour) 
· There are no visible signs of spoilage on fresh fruit or vegetables
· There is no damaged food or food in damaged packages i.e. holes/tears in packages, dented/rusted/blown cans or dirty/contaminated packaging 

	Food Received
	Rejected Item

	Date
	Supplier
	Products
	Delivery temp (°C)
	Delivery time
	Time put into storage area
	Receiver signature
	Reason for rejection
	Action taken
	Invoice no.
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