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PURPOSE:
To ensure that all food deliveries are received in good condition and come from
approved suppliers.
LEVEL:

Dietitian, Dietary Personnel, Material Management Personnel, Approved Supplier

POLICY:
1 Frozen / Processed Foods:
1.1  There should be intact packaging, no holes and no leaks.
1.2 Frozen foods should be received frozen.
1.3  Expiry dates are written on the label.
2 Canned Foods:
21 Can and seal are in good condition.
22 No swollen can ends, rust and dents.
2.3  The label is intact and longer date of expiry.
24 No leaks, whatsoever.
3 Bakery Products:
3.1 Packaging is clean, intact and in good condition.
3.2 Nosigns of insects and pests, damage or bacterial contamination.
3.3 Ingredients and expiration date are written on the label.
4 Refrigerated Foods:
41 Al refrigerated ready to eat items should be received at 41°F (5°C)
temperature or lower unless otherwise specified.
4.2 All refrigeration units must have an inherent temperature gauge to ensure
that temperature is maintained at all times.
43 Temperature must be checked and logged morning and afternoon. Any
deviation from the norm should be investigated and required actions done.
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Dietary Manager
Reviewed: JOANNA MARIE M. AGUILAR, RN

Accreditation Standard Internal Auditor for @@1} e 7~ 38 620
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Quality Assurance Supervisor
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Approval: Corporate Strategic Support Officer

HENRY F. ALAVAREN, MD, FPSMID
Total Quality Division Officer
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i ACTIVITY
RESPONSIBLE
< START >
4
Dietetic Clerk or Receives delivered items from suppliers
Distithn, based on order
Personnel
f
i' END
A
Dietetic Clerk or Are the No 5 7
Dietitian, MMD items up to Returns the items to supplier
Personnel standards?
Dietetic Clerk or
Dietitian, MMD Wei L . il
eighs item in the weighing scale
Personnel gh gh 5
Lo v
Dietetic Clerk or
Dietitian, MMD Checks amount against receipt & completeness of delivered goods
Personnel
1 ‘ r
Dietetic Clerk
e Di c. _er = Stores item in the freezer, chiller or stockroom, wherever applicable
etitian
L 4
Dietitian, MMD
Fersonnel Signs official receipt
i
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Dietetic Clerk or

Dietitian, MMD B
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MMD Personnel Keeps original official receipts
A 4
MMD Personnel Records all receipts received in the logbook
|
A A
Dietitian or Dietetic Lot ;
Clerk Forward all original receipts to MMD
|
|
v |
END
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WORK INSTRUCTION:

Receiving Dietitian

1. Receives delivered item from suppliers based on purchase orders.
Weighs items in the weighing scale.
Checks the completeness of delivered goods.
Places delivered items in the freezer, refrigerator, or storeroom.
Signs official or delivery receipts.

s s

Records receipt in the logbook.

Materials Management Personnel
L. Receives delivered item from suppliers based on purchase orders.

Weighs items in the weighing scale.
Checks the completeness of delivered goods.
Signs receipts official or delivery receipts.

i

Gives duplicate copy of the receipt to the dietitian.

Dietetic Clerk
L. 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
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