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HACCP-Based SOPs      

 
Purchasing 
 
 
PURPOSE:  Food is purchased only from approved vendors to assure the safety of food 
served to children. To ensure that all food fresh and safe when it enters the foodservice 
operation and meets the highest standard possible. 
 
 
SCOPE:  This procedure applies to foodservice employees who are involved in the 
process of purchasing food.  
 
 
KEY WORDS:  HACCP, USDA, Pasteurized, Processed, Specifications 
 
 
INSTRUCTIONS: 
It is recommended best practice that employees purchasing food:    
 
            1.    Understand regulations for specific foods: 

 Purchase packaged or processed foods only from suppliers who receive 
their products from licensed and reputable purveyors and manufacturers 
who adhere to good manufacturing practices. 

 Fresh produce may be purchased directly from local growers as there is 
no inspection process for these non-potentially hazardous foods (with 
exception of melons and fresh alfalfa sprouts).  When making direct 
purchases, buyers should ensure packages are clean and will maintain the 
integrity of the food item, as communicated through product 
specifications.   

 Meat and fresh shell eggs may be purchased from local producers, but 
because these foods are considered potentially hazardous, the products 
must be inspected for safety.  Beef or pork that is processed in a state 
inspected locker may be purchased by a foodservice operation.  Poultry 
must also be processed in a state inspected locker or facility.   State 
inspection is sufficient if the food is purchased by a foodservice within 
that state.  These facilities are required to have HACCP plans in place.  In 
many states, inspection standards are more stringent than USDA 
regulations. 

 Only pasteurized dairy products should be purchased for service to 
children.  Pasteurized shell or processed eggs should be purchased for 
menu items not receiving heat treatment or not reaching 145°F.   

 Pasteurized apple juice and cider should also be purchased for service to 
children.   
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HACCP-Based SOPs      

 
Purchasing, continued 
 
 
INSTRUCTIONS, continued: 

2.    Visit approved vendors to ensure that they maintain clean warehouses. 
 3.    Observe delivery vehicles to ensure cleanliness and temperature control. 
 4.    Use written specifications to ensure that the vendor knows what is to be       
        ordered and delivered each time. 

 
 
MONITORING: 
1. Develop and implement written product specifications to ensure products purchased 

consistently meet department expectations.   
2. Request a written letter from all vendors indicating that they follow either a HACCP 

program or good manufacturing practices.  
3. Keep HACCP letters from vendors on file. 
4. Coordinate delivery times with vendors/suppliers to ensure that deliveries are made 

when they can be checked, including product temperatures. 
5. Use Receiving Logs to verify that deliveries are during proper hours and in good 

condition. 
6. Review orders and delivery information to ensure orders and product specifications 

are being met. 
7. Follow up as necessary. 
 
 
CORRECTIVE ACTION: 
1. Retrain any foodservice employee found not following the procedures in this SOP. 
2. Replace vendors found not to be in compliance with district policies, industry best 

practices and/or HACCP SOPs. 
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HACCP-Based SOPs      

 
Purchasing, continued 
 
 
VERIFICATION AND RECORD KEEPING: 
Record the temperature and the corrective action on the delivery invoice or on the 
Receiving Log.  The foodservice manager will verify that vendors are delivering products 
using the proper procedure by visually monitoring delivery practices during the shift and 
reviewing the Receiving Log at the close of each day.  Receiving Logs are kept on file for 
a minimum of 1 year. 
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