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	  Standard Operating Procedures
	SOP No. QM 109

	SHIPPING, RECEIVING & STORAGE PROCEDURE
	DATE OF ISSUE: 

	
	SUPERSEDES: New




OBJECTIVE:  
The objective of this procedure is to describe the methods used to receive and store ingredients, packaging materials, non-food chemicals including finished products/returned goods to ensure that product specifications are met and to maintain sanitary storage conditions. The document also addresses the shipping of finished products. 


PURPOSE:  
The purpose of this procedure is:

· To receive and store food and non-food products under conditions that prevent cross-contamination. 
· To ensure that incoming materials and ingredients are protected from deliberate act of sabotage or terrorist-like incidents. 
· To ensure that warehouse employees involved in food and material unloading and storing activities are trained.
· To ensure that unloading and storage activities are documented for traceability.  

SCOPE:    
This procedure applies to Receiving and Storage activities at the [Enter company name] facility. 

Training: 
 
All Shipping Receiving/QA/QC employees under the supervision of the Procurement/Warehouse Manager and SQF Practitioner/QA Manager are trained on this procedure. 

RESPONSIBILITY 

· The Shipper-Receiver or designate under the supervision of the Warehouse Manager/Procurement Manager is responsible for inspecting incoming food and non-food materials for cleanliness and good transport practices. 

· The Procurement Manager or designate verifies that goods are received according to this procedure by reviewing, signing and dating the Inbound and Outbound Trailer Control Checklists (See FM 114 and 115).

· The QC lead technician or designate under the supervision of the SQF practitioner/QA Manager performs, when applicable, verification activities pertaining to supply-chain preventive control procedures (domestically sourced materials) and FSVP requirements (imported food).

	
PROCEDURE

The Shipping-Receiving area is free of debris, pest and other contaminants. Area is swept routinely during shipping-receiving activities. Wooden pallets are inspected for damage/contamination and maintained in sanitary conditions. The Shipper-Receiver or designate will tour the area on a quarterly basis to verify that the Good Warehousing Practices are followed (See QM 101 Premises and Building Exterior Inspection Procedure). 

All shipping and Receiving activities are conducted using approved freight carriers. A list of carriers is documented on FM 102 Approved Freight Carriers. 

Receiving of Food and Non-Food Materials  

· Incoming materials and ingredients are received by trained and designated personnel. Drivers do not leave trucks/trailers unattended and do follow GMPs when entering the facility premises.     
· Carrier trucks and vehicles are unloaded in a manner that will prevent entry of contaminants. 
· Roll-up doors are promptly closed once goods are unloaded. Air curtains are operating properly and are turned on to prevent entry of pest and contaminants. 
· Dock leveler pits are free of pest, debris and contaminants. Dock levelers (pneumatic or manually operated) are functioning properly for efficient and sanitary unloading of goods.    
· Truck doors and seals are examined for signs of contamination and tampering. Any observation and seal number (when applicable) are recorded on the Inbound Trailer Control Checklist (FM 115).
· Shipper Receiver inspects the interior of the trailer and reports the following: 
· Debris and unsanitary conditions (spills, damage, holes, odors, wood splintered floor, mold contamination)
· Presence of pest (rodents, rodent droppings and insects)
· Damaged goods or unsecured pallets which may have shifted during freight
· Co-mingled loads (delivery of non-food chemicals along with food products where cross-contact results in contamination, transport of non-allergens with allergens). 
· Tamper-evidence (broken seals)  

The exterior of the trailer is inspected for cleanliness and shipping documents are reviewed. The bill of lading, truck cleaning certificate (bulk transport truck), Certificate of Analysis (COA) as per supplier agreement) are reviewed and compared to specifications. Observations are documented on FM 114 Outbound Trailer Control Checklist. 
· Shipment is unloaded and pallets staged in the receiving area for inspection. The receiving door is closed.
 
· Refrigerated goods are inspected and checked for temperature using a sanitary and calibrated probe. Goods that are temperature abused are placed on hold. Refer to QM 111 Temperature Monitoring.  

· Pallets are checked for expiry date, allergen status and lot number/production date information. Pallets containing allergens are tagged. 

· If sampling is required, the Quality Department is notified of delivery. 

· The QA/QC technician performs supply-chain Preventive Control verification activities as per the FDA Food Safety Plan(s).    

· A physical count is done and checked against the bill of lading. The receipt is logged onto FM 114 Outbound Trailer Control Checklist. Traceability information is confirmed (See QM 024 Product Coding and Traceability) and product is moved to designated storage. 
· Chemicals including pesticides are checked against the Approved chemical and construction materials list (See FM 101) then moved to designated and secure chemical storage area. If used onsite, pesticides and rodenticides are stored in a designated area on the site’s exterior grounds only. Adequate signage indicates that the area is for hazardous storage. Unapproved materials are held and SQF Practitioner and warehouse manager is notified. 

· When returned finished goods are received into the facility, the Shipper Receiver will follow the Non-Conforming Product procedure (QM 018) and apply a Hold sticker on the product. Product is moved to the Quarantine or Hold area and The SQF Practitioner and Warehouse Manager notified that goods are on hold.  	


Shipping Finished Goods 

· Goods are staged for inspection prior to loading. Refrigerated and frozen goods are not allowed to sit in the shipping area and are promptly moved to the temperature-controlled vehicles/trailers. Reefer settings and Product temperature are verified prior to loading.  Refer to QM 111 Temperature Monitoring. 
· Pallets are counted and inspected for damage and product identification (traceability).    
· Pallet patterns are verified and shipping documents given to the driver. 
· A trailer inspection is performed (see receiving food and non-food materials section). Observations are recorded on the FM 114 Outbound Trailer Control Checklist. 
· Where applicable, door seals are applied to trailer doors and seal numbers recorded. 
· Shipping doors are closed once the truck/trailer is loaded.  

Storage of Food and Non-Food Materials  

· Dry ingredients and packaging materials are received and stored separately from unprocessed raw materials to ensure that there is no cross-contamination. Liquid ingredients are stored away from dry foods. 

· Food ingredients and finished goods are stored on pallets, preferably on pallet racks and six inches off the floor. Where required, slip sheets are used. Pallet heights are monitored in order not to damage and contaminate product. 

· If racking is not available, proper inspection and rotation of pallets is undertaken on a regular basis as part of cleaning activities (Refer to QM 105 Cleaning and Sanitation and QM 104 Pest Control Procedure). 

· Pallets are stored away (ideally 12 inches) from walls to facilitate pest control activities. When bottom pallets cannot be stored off the floor, they are moved to allow for the floor to be cleaned on a regular basis.  

· Allergenic materials are labeled with allergen stickers and stored according to the Allergen Control procedure (See QM 027). Allergens are not stored directly above non-allergenic materials. If need be, allergens are protected with GMP-approved plastic liners.  

· Non-food products such as cleaning chemicals and maintenance lubricants are stored separately from food. Chemicals are kept on spill containment pallets in a secure and well-ventilated area. 

· Food product and packaging materials are rotated according to First In/First Out basis such that oldest ingredient, product or packaging material is picked first. Refer to QM 110 Stock Rotation Procedure. All incoming ingredients and primary packaging are identified on the Stock rotation and Traceability report (See FM 007). Ingredients and Materials that are expired are placed on hold in the designated/hold area.    

· Non-conforming product and food materials (finished product, packaging materials and ingredients) are stored in well-designated quarantined area. Refer to Non-Conforming Product procedure (See QM 018). 

· When applicable, a secure area is maintained for obsolete packaging and labeling materials that are awaiting disposal. This area is inspected routinely as part of inventory management activities.  	

· If transferring raw materials, ingredients, packaging, equipment, and chemicals to a temporary or overflow storage area that is not designed for the safe storage of goods (ex: Big Steel Box style shipping containers), a risk assessment will be completed (See FM 023 Risk Assessment) prior to the transfer.  Records will be kept on file. 

RECORD KEEPING

· Records pertaining to food and material receiving and storage activities are kept on file for a minimum of 2 years and stored in a secure area in the facility (FDA requirements). 


CORRECTIVE ACTION

· For inbound deliveries, the shipper-receiver records any deviations onto the Inbound Trailer Control Checklist (See FM 115) and alerts the Procurement/Warehouse manager or designate. Deviating specifications are recorded on the certificates of analysis. When non-conformities are identified (product damage, infestation, allergen cross contact, unsanitary truck/spills, product is not approved or not meeting specifications etc...), pictures of the load and trailer are kept on file. The Warehouse/Procurement Manager may contact the supplier. A Corrective Action Preventive Action Report (FM 005) is initiated by the SQF Practitioner. Product are placed on hold following the Non-Conforming Product procedure (See QM 018). 

· For outbound deliveries, deviations are recorded on the Outbound Trailer Control Checklist (See FM 114). The procurement/warehouse manager inspects the trailer/truck and shipment condition. A decision is made to reject the trailer/truck and to place the goods on hold. A Corrective Action Preventive Action Report (FM 005) will be initiated by the SQF Practitioner. Product is placed on hold following the Non-Conforming Product procedure (See QM 018). 
 
VERIFICATION

· Weekly, Warehouse/Procurement Manager or designate verifies the Inbound and Outbound Trailer Control Checklists (FM 114 and FM 115) by signing and dating. 

· The SQF Practitioner/QA Manager verifies supply chain records for domestically sourced and imported goods with 7 business days (FDA requirements).  

· The SQF Practitioner conducts annual internal audits of the Shipping/Receiving and Storage procedure. The internal audit report (FM 012) is reviewed with the management team.


REFERENCE DOCUMENTS

This document complies with the requirements of SQF Code, Food Manufacturing Section 11.6 

FM 115 Inbound Trailer Control Checklist
FM 114 Outbound Trailer Control Checklist 
FM 102 Approved Freight Carriers 
FM 007 Stock Rotation and Traceability Report
FM 023 Risk Assessment (overflow storage)
Shipping Documents (Bill of lading, Certificate of Analysis, Truck Cleaning Certificates for bulk Food Deliveries)
FM 101 Approved chemical and construction material list
FM 005 Corrective Action Preventive Action Report
FM 004 Non-Conforming Product Report
Photographs of incoming load, Seal #s
FSVP Records for Imports
Supply-Chain Preventive Control Records for Domestically Sourced Ingredients/Raw materials
Raw Material/Ingredients and Finished Goods Specifications 
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