South San Antonio ISD
Food & Child Nutrition Services

Standard Operating Procedure

Ordering / Receiving

Purpose: To ensure that correct forms are used for ordering and receiving products from approved sources.

Scope:  This procedure applies to all department employees who will be ordering and receiving shipments for cafeteria operations.

Instructions:
Ordering
1. Grocery orders will be due on Tuesday, except on special instructions. Orders must be on the current order guide. If unable to turn in, please call and clear with this office. Always keep a copy of all orders turned in to this office and orders given to other vendors. 

2. Do not call this office for add-ons, shorts, or outs. Verbal requests or phone calls for add-ons, shorts, or outs will not be accepted. Fill out the grocery order amendment form and email or fax to this office on Monday before 2:00p.m. For Labatt add-ons, create another order.
3. Contact Distribution Coordinator if problems occur with orders. For example, scheduled deliveries not showing up, wrong milk being delivered, etc.
4. Contact your Supervisor for ordering mishaps. For example, forgot an item on the order.
Receiving

1. Please check groceries against your own order. It is important to also check item numbers to ensure you are receiving the right bid items. 
2. If scheduled deliveries or Hot Shot deliveries do not show, it is the Manager’s responsibility to call this office. 

3. If you receive a case that is damaged, it is your responsibility to refuse it. This is done by circling the item on the invoice and both you and the driver initial.  If at a later date a case is found to be damaged you must schedule a pick up. The Distribution Coordinator can assist with this. Information needed will be the item name, item number, invoice number and quantity.

4. Dented cans may also be scheduled for a pick up/credit. You must have a complete case before returning it. This may be done by setting aside dented cans until there is a full case. It is important to save the last box the dented can came in to schedule a pick-up. Dented cans must be separate from the rest of the inventory and labeled “dented cans.”  Dented commodity cans should be opened and disposed. If the can is bulging, do not open it, just dispose.

Bills
Multiple bills from one company must be totaled with double tape (showing the same total).

Write the school number at top right corner of each invoice. The tape should be stapled to the left side of the invoices. ALL bills must be ready for pick up on Tuesday and Thursday when the warehouse person is delivering groceries. 

All end of month paperwork will also be picked up by warehouse on the first workday after the last day of the month. 
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