Purchasing, receiving, storage and inventory Report
The role of management 
· How does the manger interact with the dietary staff? 
The managers, kitchen Lead, and food service director interact with all Staff in the Dining hall  and food preparation are daily and are in constant communication. They also have WhatsApp group to send reminders, feedback, changes in the plan and others. The managers and supervisors assist the rest of the kitchen staff when necessary and jump in when needed. If a shift is short staffed, the manager assign one or two workers to help the team in the kitchen.
· How are tasks assigned and adherence to P & P confirmed? 
Tasks are assigned based on jobs and job description. Each employee knows their job responsibilities based on what location or area they are working in. Cleaning assignments are designated by the supervisors and station managers. An employee working on each station are responsible for taking temperatures for each time on service line. Managers and supervisors have routine check and like inspection visits to check on everything.
· What is the procedure for the selection of a vendor? 
Aramark have contracts with more than one company to supply them, Bids are available and choosing vendors will depends on the quality and the price on the items that they supply, for example fresh fruits and vegetables have (one year contract) because it is state run program
· When are the bids obtained? 
Bids are obtained when contracts are near the end date. Some of the contracts are (indefinite) if the vendor fails to supply them with the required specifications of the items, then Aramark have the right to cancel the contract and start with another vendor, no limited time for these indefinite contracts specially for milk and bread suppliers 
· What are the specific contracts with the vendors? 
Aramark have one year contract with fresh fruits and vegetables suppliers, indefinite contract for Milk  (Blue Ribbon) and Bread suppliers, and 5 years contract with Cysco, Eco lab, and others.
· What are the terms of payment? 
The term of payment includes invoices that are issued when placing orders. These invoices are collected and entered into the financial system to issue payment.
· How often are the vendors reevaluated? 
Vendors are reevaluated each year. Usually, vendors do not change often.
· What support services does the primary suppliers provide? 
The primary suppliers provide support with ordering and delivering. The primary suppliers supply online ordering systems.
· What purchasing functions are done centrally?
Mostly, all the needed items are purchased centrally using this central Office for Aramark that serves around 17 schools in the district.
· How is the vendor performance communicated to the corporate office?
Vendor performance is reported to the corporate office through a structured, multi-tiered process that incorporates vendor management software, performance scorecards, and regular business reviews
· What procedures are used to change vendors?
Announce for a new Bid
1. Purchasing
· Who orders the food?
The production managers (Amy) is responsible for ordering the food in this central office which serves 17 schools in the district, All food and supplies are purchased from company-approved vendors.
All production schools (South Int, West Int, Northeast Int, SH, West High, Kennedy, Whittier, Tripp, and ECA) place and receive a food order weekly. The satellite schools are ordered under the South Intermediate location as this is where the food is produced. The process for this is that they write their order in the order book and this is sent to our central production house where a supervisor will review the order, make adjustments as needed, and then place the order into the online system,
· How many hours per week are devoted to determining and placing the order? 
I can say that about 6 hours per week are devoted to placing the orders because every day they do have evaluation for what is missing and what they need for the next day, but the good thing that they have ready menu to use for each month so monthly orders will include whatever they need and many of the items that is used in daily bases are stored in big amount her in the central storage area . moreover, a physical inventory is conducted once each month which can take up to 4 hours to complete in its entirety.

· Does your facility use computer-assisted procurement? If yes, provide the steps on how this is accomplished. 
Yes, Aramark use (Birch street system) to assist with inventory and procurement. After a physical inventory is taken in all the necessary supply rooms the quantities are then inputted directly into Birch street. After the quantities are updated, Birch street compares the new inventory quantity to what should be on hand for the upcoming menus.
menu cycle added into the system at the beginning of each semester and is updated as necessary. Birch street then populates the items suggested to order from the suppliers. The production manager then reviews this populated order and adjusts anything as needed. Once the order looks good to go, it is placed and recorded in Birch street.
Each school has an allotted food budget based on their grade level and the number of meals served at each school. It is critical that they stay within their budget to keep food costs in line. Each week, the GM completes a food budget tool which helps to track weekly spends. This tool is shared with the managers and leads of the schools who are not within their spending limits.

· What items are ordered on a par system? 
Mostly Bread and Milk but it is not automatic order it is done weekly and manually by Amy the Production Manager using feedback and requests from each school. The food that they are allowed to purchase in K-12 is very controlled and specific. Approved products for purchase are listed on the Key Ingredient List. If they are not on the list, they are not approved to purchase
· How are the par levels determined? 
The par levels are determined by the production managers based on the forecasted amount of product being used. And depending on the feedback that comes from each school kitchen lead.
The cycle menus and forecasted production numbers for each item guide their food purchasing process. It is important to make sure that they are ordering all appropriate menu items in the correct quantities so that they are not over or under ordering. Under-ordering means that they may not be able to deliver the customers, the students, the product they are promising. Over-ordering contributes to increased food cost and potential food waste.
· Note the typical lead times on orders from different suppliers. 
Orders done weekly, and monthly, are placed the day before delivery, if items are unavailable similar substitutions are offered. If there are no available substitutions, it is accepted that the item will not be delivered.
· Determine the food and non-food order for the week. 
The typical food orders are placed weekly on Tuesdays and Thursdays. 
Review the vendor price list for specifications noted there in the convention of the price / order book?
· How does purchase units affect price? 
Birch street System shows the price by case and by unite. I reviewed the vendor price list on the Birch street. Prices are often noted and compared prior to ordering and checked for inflation rates.
Purchas units affect price because when utilizing bulk ordering, there may be discounts or special pricing for items. Purchasing items in cases is often cheaper than purchasing smaller units of food items which overall decreased food cost for the dining department.
· Compare price/ unit for items in different purchase unites
I did compare price/ unite for items in different purchase unites

2. Receiving
· Who accepts orders? Is there more than one staff member trained to complete this task? 
Amy the production manager do that, and each worker in production unit is trained and ready to receive orders , each lead in each school receive their own order sent to them by Amy. but . 
· Is there a primary supplier? 
The majority of the food items being ordered usually come from Cysco.
· Are there specific employees designated to receive? 
Yes, there are receiver positions at each
dining facility. The managers and supervisors also must sign off on the order being accepted into the individual facility.
· Is the receiving by invoice? Reconciliation
Aramark has a rigorous receiving process. All deliveries must be physically received by a team member so that the products can be inspected and to ensure they meet all of Aramark's requirements. Proper documentation and records must be kept. All deliveries are recorded in the receiving logs in the HACCP books and recorded with the employee's initials. Key things to look for when receiving a deliver include but are not limited to the following: Ensuring proper receiving temps (frozen foods should be solidly frozen, cold foods should be delivered below 41 degrees). Use a clean, sanitized, and calibrated thermometer.
﻿﻿Signs of time/temperature abuse
﻿﻿Confirm all products are within date and not expired
﻿﻿Check for swollen or dented cans, damaged packaging, etc.
﻿﻿Signs of pests
﻿﻿All items received must be labeled appropriately on the day they are received. For products received without a manufacturer "Use By/Best Before" date, label it with a "Received" date.



· Identify delivery schedule. 
All deliveries are planed using the system, we can decide the date of receiving, milk, bread and fresh fruits and vegetables are ordered weekly, other products are ordered monthly.

· What suppliers deliver on what frequency? 
All deliveries are planed using the system, we can decide the date of receiving, milk, bread and fresh fruits and vegetables are ordered weekly, other products are ordered monthly.
· What happens when items delivered are not the ones ordered? 
Any products delivered that do not meet Aramark's standards must be rejected immediately and a corrective action noted on the receiving log. When items are delivered that are not the ones ordered, the production manager will submit a credit form to the supplying company saying the wrong item was delivered or if something is missing from the order. The form then gets sent to the company and a credit will be issued. The wrong items will be taken back to the vendor when the next delivery takes place.
3. Storage
· Identify areas - cold, frozen, paper, chemical, etc. 
Store and handle food products correctly Maintain and monitor all refrigeration units, Ensure refrigerated foods are properly stored. FIFO = First In, First Out. This method is used to ensure that all older products are used up first. This promotes food safety and reduces waste. All the 17 schools each have plastic totes with lids to store food items which helps to reduce the potential for any pest activity.

· Who ensures that proper storage practices are followed? 
The production managers and kitchen supervisors ensure that all proper storage practices are being followed. Receiving staff are also responsible for monitoring the storage practices being followed when receiving an order.
· Review procedures for temperature monitoring.
 Each cooler and freezer unit has a thermometer which is logged three times per day on a temperature record sheet posted on the outside of the unit. If the correct temperature is not appropriate for the specific cooler or freezer corrective action is taken.


4. Inventory
· Review inventory records. 
Inventory records were reviewed when assisting with the physical inventory.
· How is the inventory records set up to facilitate ordering? 
Inventory records are organized by storage area to facilitate ordering. they need to go from shelf, to notebook, to inventory book. they developed this system with our team to make sure they are accounting for all items in their inventory and not inadvertently missing items. Team members will physically count each and every item in their location. 
· What is the difference between physical and perpetual inventory? 
Physical inventory is the actual count of all present items whole perpetual inventory is calculated electronically after placing an order.
· When are the inventories done? 
Each school is required to complete their inventory on a monthly basis. If schools are not performing this task in a compliant manner, they will be required to do this task weekly
·   Review all forms used for issuing foods to various areas.
I reviewed all the forms
• What is the method of requisitioning, issuing, recording, and charging (if applicable) for
each of the following areas? production area, tray line area, cafeteria area, other
departments and nursing unit stock (or bulk nourishment's)


• Each school is required to complete their inventory on a monthly basis. If schools are not performing this task in a compliant manner, they will be required to do this task weekly. The inventory books are generated from Aramark menu software system and printed out for each school. The inventory books, along with a designated notebook are sent to each of the schools. Typically the lead and cook at each school are responsible for completing inventory. The managers of each school are responsible for overseeing this process.
• To ensure accurate inventory, they require the employees to take a physical inventory shelf to sheet.
More specifically, they need to go from shelf, to notebook, to inventory book. they developed this system with our team to make sure they are accounting for all items in their inventory and not inadvertently missing items. Team members will physically count each and every item in their location. Once the physical inventory is taken and all documentation is completed, the inventory counts get entered into the menu planning software. This allows GM to generate reports and see exactly what is in the inventory and the total inventory value for the entire profit.

· Does your site have an ingredient room or an issuing procedure? 
They have an issuing procedure for when certain food items are requested by other schools.

