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1. Purpose
This SOP describes how goods are received and disposed by Applied Food Sciences (AFS).  

2. Scope

This procedure covers the receipt and disposition all goods purchased and sold by AFS. This SOP applies to he AFS Austin Warehouse.         

3. Responsibilities
3.1. The VP of Operations and onsite Food Safety Manager are responsible for overseeing warehouse operations including receipt and storage of goods and ensuring all applicable personnel are trained on this procedure. 
3.2. VP of Operations is responsible for verifying the Receiving inspection log. 
3.3. Warehouse staff is responsible for receiving, inspecting, disposing goods, and completing the Receiving log accordingly. Warehouse staff is responsible for moving drums and pallets.       
3.4. The Quality Department is responsible for validating this Program as defined on Section 7. 

3.5. The onsite Food Safety Manager is responsible for conducting Pre-Operational Inspection daily or before shift.

4. Definitions  
Quality Department – Quality Manager, QC Technician

Food Safety Manager – onsite employee that holds a valid Texas Food Safety Manager Certificate. 


5. Equipment and Materials – N/A


6. Procedure

6.1. Before operations, the onsite Food Safety Manager conducts a pre-operational inspection as per FOR-02-012. If any item is found unacceptable, take corrective actions before start of operations.  
6.2. Warehouse personnel are notified by Operations of shipments to be received.

6.3. Trucks are backed into the dock and wheels chocked.

6.4. Warehouse personnel inspects the truck.  Trucks may be rejected if shipping conditions could cause the product to be adulterated or if it could compromise the safety of the goods.

6.4.1. The truck must be weather tight.  Reject any truck that exhibits wet interiors.

6.4.2. The truck must be free from any pest infestations. Reject any truck with signs of pest infestation.
6.5. Shipment paperwork is given to VP Operations. 
6.6. Warehouse personnel verify the quantity of goods received and communicate VP Operations.
6.7. Sign the BOL and release the truck.  
6.8. Warehouse personnel inspect the goods. 
6.8.1. Container must be labeled with supplier name, and supplier must be listed on Approved Supplier List FOR-03-003. 

6.8.2. Each container must be labeled with Product Name and vendor lot number. 
6.8.3. If goods are damaged, reject the goods on the same truck and make note on the BOL or file a freight damage claim with the trucking company.  Quarantine any damaged product that is received. If an outer container is damaged but the inner liners are still intact, the goods may be repackaged.  Quarantine this container and mark “Damaged”.  Repack according to SOP-02-003.  Note any damage on the Receiving Log FOR-02-002.
6.8.4. If goods are to be received, the Receiving Log FOR-02-002 will be immediately completed. Complete Receiving Log with product name, vendor lot and quantity received. 
6.9. Operations or Warehouse personnel shall move the drums to the warehouse and place them in the area designated by Operations, on pallets
6.10. When received, organic products are immediately segregated and stored in a designated area as per Organic Food Handling Plan POL-02-001
6.11. Products containing 50% of caffeine or more shall have a supplier colored label (non-white) for easy identification. Alternatively, these products will be labeled with a Hazard Class 6 stamp when received in the AFS warehouse.
6.12. Warehouse personnel give the BOL and Packing List to VP of Administration. Warehouse personnel collect from a given drum the Shipment Samples (SS) (sealed in individual 250 g or 500 g sample packages), COA and any other related quality document, and give to Quality Department. .
6.13. The Quality Department determines the disposition of the goods as per SOP-03-012.
7. Verification and Validation Activities

7.1. When the Receiving Log FOR-02-002 is completed, the VP Operations verifies the goods were inspected and FOR-02-002 was properly completed. The verification is recorded on FOR-02-002. 
7.2. Annually the Quality Department validates the effectiveness of these Procedures observing and interviewing warehouse employees receiving and disposing goods. The validation is recorded on FOR-01-009 Pre-requisite Program Validation Form. Improvements to the program will be documented as corrective actions and implemented.


8. References

8.1. Appropriate parts of 21 CFR Part 110 and Part 111

8.2. FOR-02-002 Receiving Form  
8.3. FOR-02-003 Inventory Log
8.4. SOP-02-003 Packing and Labeling
8.5. SOP-02-004 Shipping
8.6. POL-02-001 Organic Handling Plan 
8.7. FOR-01-009 Pre-requisite Program Validation Form
8.8. FOR-03-003 Approved Supplier List 

9. Revision History

	Date
	Revised By
	Rev No.
	Reason for Revision

	8/28/14
	Chris Fields
	01
	Updated format and renumbered; combined 200-1B COA verification, 100-1A Receipt, 106-1A Quarantine Release

	6/4/15
	Ana P. Craig
	02
	Updated item 6.15.4.2. If sample doesn’t pass identity it will be sent for third part lab for assay. 

	09/17/15
	Ana P. Craig
	03
	Updated overall procedures, and updated and added references.

	03/11/16
	Ana P. Craig
	04
	Added item 6.9. Updated References.

	06/06/16
	Ana P. Craig
	05
	Added item 6.10.

	05/25/17
	Ana P. Craig
	06
	6.13 to 6.18 were deleted. The procedures for approving lots to be released will be described on the new SOP “Product Release”. 

	08/28/17
	Ana P. Craig
	07
	Updated Responsibilities. 

	01/05/18
	Ana P Craig
	08
	Added validation activities. Updated responsibilities. 

	08/04/23
	Blake Dixon
	09
	Updated shipment sample amount, updated business address 
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