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Johnstown, New York

Product Trace
Traceability of finished product needs to be done at least one step forward to the customer and at least one step back from the vendor. In order to expedite a recall, Euphrates has a traceability program in place that is geared toward keeping track of all items used in the production and packaging of our products. 

The lot number for all raw materials, ingredients or packaging that is received into the dry warehouse is taken from the bill of lading or packing slip and entered into a spreadsheet each day. Raw milk shipments received at the main facility have milk tickets with lot numbers on them that are logged into the milk receiving paperwork. 

The lot number for all ingredients and packaging when used is taken from the company label and written on a batch sheet for each lot of cheese produced. At the end of each day, that batch sheet for each lot number is entered into a spreadsheet within the company computer system. 

The corresponding lot number from the cheese used for each order is written on the packaging order report and then entered into the company computer system.

In the event a product recall is deemed necessary, the Operations Manager will communicate the affected lot number to the Internal Auditor. The Internal Auditor will contact the IT technician who will devise a list of affected customers with orders that have been filled with the affected lot number. 

The Internal Auditor will then give that information to our Customer Service department and they will initiate the paperwork to recall the affected lot number from those customers.

The batch sheet for the affected cheese lot number will be taken from the lab that will show the lot numbers of all ingredients and packaging.

The Operations Manager and Internal Auditor are responsible for traceability of all products entering and leaving our facility.

A traceability exercise will be conducted on an annual basis. 

How to Conduct the Traceability Exercise

· The lot number of product affected will be communicated by the Internal Auditor to the Quality Control Supervisor, the VP/Finance manager and IT Documentation via an email.
· The Quality Control Supervisor will then send a copy of the Recall sheet and the Production report to the Internal Auditor.

· These sheets contain the lot numbers of all ingredients and packaging used for the lot number of each day.

· IT Documentation will look up the lot number in a spreadsheet maintained of orders filled with the lot number and send it to the Internal Auditor. 

· The Internal Auditor will then send a copy of the paperwork to the VP of Finance and the Warehouse Supervisor.

· Traceability one step back to the vendor will be requested for 2 raw materials and 2 packaging items.
· The Warehouse Manager will look up the lot number of the ingredients or packaging requested from the spreadsheet maintained when items are received and send them to the VP of Finance and the Internal Auditor.

· The information to communicate will be:

·  the lot number

·  date received 

·  vendor
· The VP of Finance and the Finance department will take that information and collect the receiving paperwork from files. 

· The paperwork required is:

· Packing slip or Bill of Lading 
· Signed by driver and receiver

· Must show lot number and quantities

· COA or Letter of Guarantee for specified lot number
· Inbound delivery log

· Carrier

· Time received

· Date

· Number of pallets

· Trailer condition

· Initials of receiver 
· Once all paperwork is compiled from all departments involved they will email it to the Internal Auditor who will verify all documentation. 

· Documenting the amount of time taken to complete the exercise will be noted via the email starting the process and a final email noting completion. 

· Exercise paperwork will be kept on file for a year and in storage for 3 years. 
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