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	RECEIVING SOP 



1.0 Purpose: 
The purpose of this SOP is to illustrate the procedure for receiving raw materials, ingredients, and packaging into the Miller Craft Meats facility.

Receiving requirements and guidelines are essential to maintain the maximum quality, food safety and wholesomeness of materials, ensure that all materials received are according to established guidelines and stored under sanitary conditions and under appropriate environmental conditions; and according to vendor and plant instructions along with meeting all regulatory requirements.

2.0 Scope:     
The guidelines apply to materials that are received at Miller Craft Meats to ensure that they are obtained from approved vendors, meet proper requirements and are in conformance with Miller Craft Meats specifications.

3.0 Definitions: N/A

4.0 Responsibilities: 
2.0 
3.0 
4.0 
4.1 Receiving personnel are responsible for this program.
4.2 VP of Administration is accountable for assuring the process is followed and making updates to the process as needed.

5.0 Procedure
The following guidelines apply to materials that are received to ensure that they are obtained from approved vendors and are in conformance with Miller Craft Meats specifications. 

All meat, raw materials, ingredients (including chemicals), and packaging received into the plant shall be visually inspected for wholesomeness, contamination, and condition of the immediate container upon receipt. This includes items received via Loading Dock Door. 

Unloading practices shall be designed to minimize unnecessary exposure of the product to conditions detrimental to maintaining the product and package integrity.

 
A. RECEIVING DRY & LIQUID INGREDIENTS PRODUCT LABELS, PACKAGING MATERIALS & PALLETS INSPECTION:(including Sanitation Cleaning Chemicals)
1. While receiving Ingredients, Sanitation Cleaning Chemicals, Product Labels and Packaging Materials follow all company GMP procedures.
2. When a truck arrives with Ingredients, Sanitation Cleaning Chemicals, Product Labels and Packaging Materials get a forklift or a pallet jack and remove the item(s) from the trailer.
3. Trailers must be clean and free from any off-odors. 
4. Trailers must not have holes through to the outside and the trailer door should close tightly.
5. While unloading the truck carefully observe the conditions of the boxes. Record any visual damage (torn cardboard, wet cardboard, broken pallet, punctures, not crushed nor excessively dirty (product and cases should be suitable for receipt). Describe any damage that could contribute to the adulteration of the ingredients or packaging. 
6. Trailers carrying toxic chemicals or waste materials mixed with the materials being delivered shall be rejected. 
7. All incoming materials must be delivered in trailers that are either sealed (with tamper-evident seals) or padlocked.  
8. As the pallets or boxes are being unloaded each must be checked to determine if the visual appearance is acceptable. 
9. Check the appearance of each box or package.
10. Receiving product allergen labels & Non- Allergen Labels, the warehouse associates take each label what to receive and give to Shipping supervisor and or QA Dept. Inspection of label at receipt to ensure the accuracy, regular review of product labels versus labels being received (Verified signed & dated) and maintained kept on the binder file. Obsolete allergen labels & non-Allergen labels are removed from the racking shelve accounted, reason destroyed and destroyed by documented to Miller label Destruction log.
11. Allergen products shall be carefully segregated from non-allergen products.
12. The product will be signed for in accordance with all receiving procedures and will immediately upon verifying acceptability place a sign on the product in bold letters “ALLERGEN”.
13. The Allergen product will be stored in an Allergen designated location.
14. Cheese is stored in the Pork Cooler in the specified location.
15. Banger seasoning is stored in dry storage on a bottom shelf which is marked “Allergen.”
16. “HALAL” raw beef, ingredients, packaging materials (halal labels) store in the designated areas.

17. If visual inspections show issues, mark the item (s) for rejection, record the findings and contact Quality Control.
18. Visually inspect the bin for evidence of foreign objects contamination (wood, metal, hooks or sharp objects that may have pierced the packages during shipment). 
19. If any punctures or other marks are detected that would indicate contamination, record the findings and inform Quality Control. 
20. If Quality Control is not available and you receive Ingredients and/or Packaging that smell or appear bacterially contaminated, or contain contamination of a physical nature, you have the authority to reject the batch. Please record your findings and report them to Quality Control Department. 
21. Trailers must be inspected for any evidence of tampering or infestation. If pest (rodent, insects, etc.) activity is found, the load must be rejected.  An ultraviolet light may be used to check the interior of the trailer for evident or rodents or pests. Results will be recorded on the inspection report and shipping invoice.
22. If the load or lot is rejected, the load should be segregated, if needed hold tags will be applied and pallet should be marked with an internal mark for future identification should a vendor attempt to re-deliver same shipment.
23. Incoming good pallets are inspected prior to brought into the facility and properly stored outside on the racking system. Broken pallets are not used are properly stored outside on the floor and dispose.
24. Food Contact primary packaging materials, Casing, Dry & Liquid Ingredients create label through CSB to be properly identified and labeled include the following: Date of receiving, lot number, Quantity (net weight), CSB Item number, Reference number for traceable purposes. The Company followed FIFO product rotation.
25. Non-Food Contact Items are received to the receiving log sheet and documented.
B. RECEIVING FROZEN AND CHILLED INGREDIENTS PRODUCT:
1. While receiving Ingredients and Packaging Materials follow all company GMP procedures.
2. When a truck arrives with raw combo bins or boxes of beef, pork and or poultry get a forklift or pallet jack and remove the bin (s) or boxes from the truck. 
3. Trailers must be clean and free from any off-odors.
4. Trailers must not have holes through to the outside and the trailer door should close tightly.
5. When unloading the truck carefully observe the conditions of the combo      bin (s) or boxes. Record any visual damage (torn cardboard, wet cardboard, broken pallet, bleeding, punctures, not crushed nor excessively dirty (product and combo bins should be suitable for receipt). Describe any damage that could contribute to the adulteration of the raw meat. 
6. Trailers carrying toxic chemicals or waste materials mixed with the ingredients or packaging materials being delivered shall be rejected. 
7. All incoming materials must be delivered in trailers that are either sealed (with tamper-evident seals) or padlocked. 
8. All Incoming Reefer trucks must check actual temperature.
9. For frozen Product temperature must be ≤10° F. for Chilled product temperature must be ≤40° F. As the products combo bin (s) and/or boxes are being unloaded, check the product temperature from Tail & Front being received. If short load check product temperature only Tail. 
(Must be checked to determine the temperature)
10. If the temperature reading for the checks exceeds temperature. mark the product combo bin (s) and/or boxes for rejection, and contact Quality Control for inspection.
11. While performing temperature checks visually inspect the bin (s) for evidence of foreign objects contamination (wood, metal, hooks, or other sharp objects that may have pierced the combo packaging liner during shipment). 
12. If any punctures or other marks are detected that would indicate contamination, record the findings and inform Quality Control. 
13. If Quality Control is not available and you receive Ingredients and/or Packaging that smell or appear bacterially contaminated, or contain contamination of a physical nature, you have the authority to reject the batch. Please record your findings and report them to Quality Control Department. 
14. Trailers must be inspected for any evidence of tampering or infestation. If pest (rodent, insects, etc.) activity is found, the load must be rejected.  An ultraviolet light may be used to check the interior of the trailer for evident or rodents or pests. Results will be recorded on the inspection report and shipping invoice.
15. If the load or lot is rejected, the load should be segregated, if needed hold tags will be applied and pallet should be marked with an internal mark for future identification should a vendor attempt to re-deliver same shipment.
16. Broken pallets are not used are properly stored outside of the facility and dispose.
17. Good pallets are inspected prior to being brought into the facility.
18. All Raw meat/Poultry, chilled & frozen ingredients create label through CSB to be properly identified and labeled include the following: Date of receiving, lot number, Quantity (net weight), CSB Item number, Reference number for traceable purposes. The Company followed FIFO product rotation.


C. CORRECTIVE ACTIONS
1. If inspection reveals evidence of damage, tampering, infestation or contamination, the product must be rejected, and management will be contacted for disposition of product. 
2. If product is found to be out of specification, management should be notified for disposition of product. 
3. If product is rejected due to non-conformance to food safety requirements, product will be immediately placed on hold, under complete control of Miller Craft Meats. 
4. The rejected product will be returned to the vendor.
5. The supplier will be contacted regarding any non-conforming product to be advised of disposition and will be asked to provide a corrective action report. 




6.0 Records:
6.1 Receiving Inspection Form
6.2 Bill of Lading
6.3 Invoice

7.0 	Document History:


	REVIEWED:
	PROPOSED CHANGE:

	Roland Pilar 01/26/2022

	Added
Receiving product allergen labels & Non- Allergen Labels, the warehouse associates take each label what to receive and give to Shipping supervisor and or QA Dept. Inspection of label at receipt to ensure the accuracy, regular review of product labels versus labels being received (Verified signed & dated) and maintained kept on the binder file. Obsolete allergen labels & non-Allergen labels are removed from the racking shelve accounted, reason destroyed and destroyed by documented to Miller label Destruction log. Added
Raw Meat/Poultry ,chilled, frozen ingredients, Food Contact Food Contact primary packaging materials, Casing, Dry & Liquid Ingredients create label through CSB to be properly identified and labeled include the following: Date of receiving, lot number, Quantity (net weight), CSB Item number, Reference number for traceable purposes. The Company followed FIFO product rotation.
Non-Food Contact Items are received to the receiving log sheet and documented.
Incoming good pallets are inspected prior to brought into the facility and properly stored outside on the racking system. Broken pallets are not used are properly stored outside on the floor and dispose.


	2/18/2022

	Added to Check reefer truck temperature & product temperature from Tail & Front of the Trailer being received. Receiving frozen Product temperature must be ≤10° F.


	Roland Pilar 03/03/2023
	Added, Allergen products shall be carefully segregated from non-allergen products.
The product will be signed for in accordance with all receiving procedures and will immediately upon verifying acceptability place a sign on the product in bold letters “ALLERGEN”.
The Allergen product will be stored in an Allergen designated location.
Cheese is stored in the Pork Cooler in the specified location.
Banger seasoning is stored in dry storage on a bottom shelf which is marked “Allergen.”


	4/8/2023
	Added Receiving Halal raw beef, ingredients and Packaging materials (halal labels) store in the designated areas.
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