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PURPOSE:

To ensure that all items delivered are in good form (texture, no spoilage, good
appearance) or any signs of contamination.

LEVEL:

Dietary Personnel, Material Management Personnel, Supplier

POLICY:

1. The packaging of dry gods should be intact and in good condition.

2. It should be in normal color and odor.

3. There should be an absence of water stains, dampness, mold, insect and rodent

infestation and droppings.

4. Items found to be not in conformity with the set standards will be returned to the

supplier.
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PROCEDURE:

ped

suppliers based on purchase orders.

P

3. Weighs item on the weighing scale, if needed.

Dietary and Material Management Personnel receives delivered items from

Delivered items not conforming to the set standards will be returned.

4. Checks amount against delivery receipt and completeness of goods.

5. Dietary Personnel places item immediately in the freezer, refrigerator or

storeroom.

6. Material Management Personnel signs and keeps the original delivery receipt.

7. Dietary Personnel receives a duplicate copy of the delivery receipt from the
Material Management Personnel.

8. Dietary Personnel records the duplicate copy in the logbook.
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FLOWCHART:
PERSON
ACTIVITY

Dietetic Clerk or
Dietitian, MMD
Personnel
Dietetic Clerk or
Dietitian, MMD
Personnel
Dietetic Clerk or
Dietitian, MMD
Personnel

Dietetic Clerk, Dietitian

Receives delivered item from
suppliers based on order

-

Weighs item in the weighing scale

v

Checks amount against receipt &
completeness of delivered goods

.

Puts item in the freezer, chiller or
stockroom whatever applicable

B

Dietetic,
MMD Personnel Signs and keeps the original receipt
MMD Personnel Gives duplicate copy of the receipt
to the dietitian
Dietitian Records all receipt in the logbook
-‘ END
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WORK INSTRUCTION:
Dietitian
1. Receives delivered item from suppliers based on purchase orders.
2. Weighs items in the weighing scale.
3. Checks the completeness of delivered goods.
4. Places delivered items in the freezer, refrigerator, or storeroom.
5. Signs official or delivery receipts.

6. Records receipt in the logbook.

Materials Management Personnel

1. Receives delivered item from suppliers based on purchase orders.
2. Weighs items in the weighing scale.

3. Checks the completeness of delivered goods.

4. Signs receipts official or delivery receipts.

5. Gives duplicate copy of the receipt to the dietitian.

Dietetic Clerk

1. Receives delivered item from suppliers based on purchase orders.
2. Weighs items in the weighing scale.

3. Checks the completeness of delivered goods.

4. Places delivered items in the freezer, chiller, or storeroom.

DOCUMENTATION:
1. Delivery Receipts
2. Logbook

DISSEMINATION:
1. Unit Meetings
2. Constant coordination with the Materials Management Department for the
receiving of the food supplies.
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