

[bookmark: _1065et4iwx9c]Restaurant Stock Receiving Guide
[bookmark: _yu0r8zl171pp]Proper Procedures by Department — What to Do, What to Watch, and Best Practices

[bookmark: _rfan4gqq6ake]Why Stock Receiving Is a Critical Control Point
Stock receiving is one of the most financially and operationally significant activities in any restaurant. Every item that crosses your receiving dock either meets your quality standard or it does not — and the decision made at that moment determines whether you are serving your guests excellent food at a controlled cost, or absorbing losses from waste, spoilage, and supplier error.
Receiving is not a passive administrative task. It is an active quality control checkpoint that protects your food safety standards, your cost of goods, your supplier accountability, and ultimately your guests' health and experience. A receiving process that is rushed, undisciplined, or delegated to untrained staff is a process that is losing you money and exposing your business to risk every single day.
This guide sets out the complete receiving procedure for every department, the specific checks required for each product category, the documentation that must be maintained, and the warning signs that require immediate action.
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Before any delivery arrives, the following must be in place. Receiving cannot be done effectively if the preparation has not been completed.
	Requirement
	Detail

	Designated Receiver
	A trained supervisor or store person must be assigned to every delivery. Receiving must never be delegated to untrained staff or completed unsupervised.

	Purchase Orders Ready
	The relevant purchase order (PO) or order sheet for each expected delivery must be printed or accessible on a device before the delivery arrives. You cannot verify a delivery against a PO you do not have in front of you.

	Delivery Schedule Confirmed
	Know what is arriving, from which supplier, and at what time. Unannounced or schedule-breaking deliveries should be managed carefully — do not rush a receiving check because a delivery arrived unexpectedly.

	Tools Prepared
	Calibrated thermometer, verified scale, pen or tablet, receiving log (digital or paper), camera or phone for photos of defects, and labels for date-marking.

	Receiving Area Clear
	The receiving dock and immediate storage area must be clean, clear, and ready to accept stock before the delivery arrives. A cluttered receiving area slows the process and increases the risk of errors.

	Access Controlled
	Only the designated receiver and authorised staff should be in the receiving area during a delivery. Limiting access reduces the risk of theft, unauthorised substitutions, and confusion.
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Every delivery, regardless of product category, follows this sequence without exception.
	Step
	Action
	Key Detail

	Step 1
	Compare delivery to PO
	Check every item against your purchase order. Verify item name, specification, pack size, and quantity. Any discrepancy — short delivery, substituted product, or additional items not on the PO — must be noted immediately on the delivery docket before signing.

	Step 2
	Inspect physical condition
	Every item must be physically inspected before it is accepted. Check for damaged packaging, broken seals, crushed boxes, leaking containers, signs of tampering, or contamination. Do not accept damaged goods without documenting and negotiating with the driver.

	Step 3
	Check dates and shelf life
	Every perishable and packaged item must be checked for use-by or best-before dates. Reject any item with an insufficient shelf life for your operational needs — a product that expires before you can reasonably use it is a cost you are absorbing on behalf of a supplier. Apply FIFO labelling immediately: mark the delivery date and expiry date on every item before it goes into storage.

	Step 4
	Check temperatures
	Use a calibrated probe thermometer for all refrigerated and frozen deliveries. Record the temperature of each product category in your temperature log. Do not rely on the delivery driver's word or the vehicle temperature — measure the product itself.

	Step 5
	Weigh and count
	Use a verified scale for all items sold or ordered by weight: meat, fish, seafood, and bulk ingredients. Count units for all dry goods, canned items, beverages, and packaged products. Do not assume the stated weight or count is correct — short weights and short counts are among the most common supplier delivery errors.

	Step 6
	Record and sign
	Enter all received quantities, temperatures, and any discrepancies into your receiving log before signing the delivery docket. Never sign a delivery docket before your check is complete. Signing is your acceptance — any issue not noted before signing becomes significantly harder to dispute after the fact.

	Step 7
	Store immediately
	Move all perishable items to the correct storage environment as soon as they have been checked, labelled, and logged. Do not leave cold or frozen items sitting at ambient temperature while paperwork is completed. Time and temperature control begin the moment the product is received.
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	What To Check
	Standard
	Rejection Criteria

	Temperature on arrival
	Refrigerated: below 5°C. Frozen: -18°C or below
	Reject if refrigerated protein is above 5°C or frozen product shows signs of thawing

	Colour and appearance
	Fresh beef: bright cherry red. Poultry: pale pink, no grey tinge. Fish: bright eyes, firm flesh, moist gills
	Reject if colour is dull, grey, or brown; if flesh is soft or slimy; or if eyes are sunken or cloudy

	Smell
	Should be clean and fresh. Fish should smell of the sea, not ammonia
	Reject if there is any off, sour, ammonia-like, or putrid odour

	Packaging integrity
	Vacuum packs must be fully sealed with no air pockets or liquid leakage
	Reject if the vacuum seal is broken, the packaging is torn, or there is excessive liquid in the pack

	Freezer burn
	Inspect frozen items for white, dry patches indicating moisture loss and oxidation
	Reject if freezer burn is extensive or affects the integrity of the product

	Use-by dates
	Verify that dates provide sufficient shelf life for your operational needs
	Reject if the use-by date does not allow adequate working time before expiry

	Weight verification
	Weigh all items sold by weight and compare to the invoice
	Document and dispute any significant weight discrepancy immediately



	Best Practices
	Detail

	Label all items on the receipt
	Apply a label showing the delivery date, use-by date, and product name to every item before it goes into storage. This takes seconds and prevents costly confusion later.

	FIFO discipline
	New deliveries go behind existing stock — always. This is non-negotiable and must be enforced every time, not just when a supervisor is watching.

	Separate raw from ready-to-eat
	Raw proteins must never be stored above, adjacent to, or in the same container as cooked, cured, or ready-to-eat products. Cross-contamination at the storage stage is a food safety failure with potentially serious consequences.

	Dedicated storage areas
	Beef, poultry, pork, and fish should ideally be stored in separate sections of the cold room, with raw poultry always on the lowest shelf. If space does not allow full separation, clear physical dividers and dedicated containers are the minimum requirement.

	Record keeping
	Log the delivery temperature, the measured product temperature, the supplier, and the quantity received for every cold delivery. This log is your evidence in the event of a food safety investigation or a supplier dispute.
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	What To Check
	Standard
	Rejection Criteria

	Temperature on arrival
	Most produce: 5–8°C. Leafy greens and herbs: 2–4°C
	Reject if produce arrives warm, wilted, or showing condensation damage from incorrect temperature management

	Freshness and firmness
	Produce should be firm, vibrant in colour, and free of soft spots
	Reject if the produce is soft, limp, yellowing, or shows signs of advanced ripening that will not allow adequate working shelf life

	Mould and spoilage
	Zero tolerance for visible mould on any item
	Reject any box or unit showing mould — mould spores spread rapidly and can affect the surrounding product

	Pest evidence
	Inspect boxes carefully, particularly the corners and base
	Reject any delivery showing evidence of insect activity, webbing, or gnawing damage

	Bruising and damage
	Surface bruising accelerates spoilage and creates entry points for bacteria
	Reject heavily bruised product; document and negotiate partial rejection for borderline cases

	Packaging condition
	Boxes should be dry, intact, and free of moisture damage
	Reject product in wet or collapsed packaging — this indicates poor temperature management in transit



	Best Practices
	Detail

	Daily stock rotation
	Produce must be rotated every day, not just when new stock arrives. Softer, riper items must be moved to the front and used first. This reduces waste and maintains quality consistency.

	Humidity management
	Different produce requires different humidity levels. Leafy greens need high humidity; root vegetables and alliums prefer lower humidity. Store accordingly, using perforated bags or open containers where appropriate.

	Avoid overstocking
	Produce has the shortest shelf life of any product category. Order frequently in smaller quantities rather than infrequently in large quantities. The cost savings from bulk produce ordering are almost always eliminated by spoilage.

	Wash before storage where appropriate.
	Wash and dry produce that will benefit from it before storage, but do not wash items that deteriorate rapidly when wet (berries, mushrooms, fresh herbs) until immediately before use.

	Separation from ethylene-sensitive items
	Ethylene-producing fruit (apples, bananas, avocados) accelerates ripening in neighbouring produce. Store them separately from items you want to keep fresh longer (leafy greens, cucumbers, broccoli).



[bookmark: _gi2sphgqiqfl]Dry Goods and Pantry — Grains, Pasta, Spices, Canned and Packaged Goods
	What To Check
	Standard
	Rejection Criteria

	Packaging integrity
	All packaging must be fully intact with no tears, punctures, damp patches, or signs of re-sealing
	Reject any item with compromised packaging — an open or damaged package is a contamination and pest risk

	Best-before and expiry dates
	Every item must have a clearly legible date with sufficient shelf life for operational needs
	Reject any item that is expired or will expire before it can reasonably be used

	Pest evidence
	Inspect all boxes and bags carefully, particularly at seams and corners
	Reject any item showing signs of pest activity — holes in packaging, droppings, webbing, or live insects

	Can and tin integrity
	Inspect all canned goods for dents, rust, swelling, or damaged seams
	Reject any swollen or severely dented cans immediately — swelling indicates potential botulism risk and is a serious food safety issue

	Quantity and specification
	Count units and verify pack sizes against the PO
	Document and dispute any short count or incorrect specification before signing



	Best Practices
	Detail

	Dedicated dry store standards
	The dry store must be clean, dry, well-ventilated, and free of any pest activity at all times. Temperature should ideally be between 10°C and 21°C. High humidity accelerates spoilage and encourages pest activity.

	Airtight storage for opened goods
	Any bulk item that has been opened must be decanted into a clean, airtight, labelled container immediately. Bags left open or loosely folded attract pests and deteriorate rapidly.

	Weekly date checks
	Assign a staff member to check and document the dates on all dry store items weekly. Remove anything approaching its best-before date to the front of the shelf for priority use.

	Pest control programme
	Maintain an active, documented pest control programme for the dry store and all storage areas. Keep records of all pest control visits and any evidence of pest activity found. Pest activity in a dry store is a food safety and regulatory compliance issue.

	Minimum floor clearance
	All dry goods must be stored at least 15cm off the floor on shelving. This allows for cleaning underneath and makes pest inspection easier.
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	What To Check
	Standard
	Rejection Criteria

	Product identity
	Verify that the correct products have been delivered — brand, concentration, and specification must match the PO
	Reject or quarantine any product that does not match the order. A cleaning chemical at the wrong concentration is both a safety risk and an ineffective product.

	Quantity
	Count all units against the delivery docket and PO
	Document all discrepancies before signing

	Container integrity
	All chemical containers must be fully sealed with no leakage, cracks, or damaged dispensing mechanisms
	Reject any leaking container — chemicals leaking in storage create contamination risks and workplace safety hazards

	Safety Data Sheets
	Verify that Safety Data Sheets (SDS) are available for all chemical products. New or unfamiliar products must have an SDS before they are accepted and stored.
	Do not accept chemical products without an accompanying SDS

	Packaging condition
	Disposables and packaging materials must arrive in undamaged, clean, dry packaging.
	Reject any disposables that have been exposed to moisture, chemicals, or physical damage.e



	Best Practices
	Detail

	Absolute separation from food
	Cleaning chemicals and non-food items must be stored in a completely separate, clearly designated area away from all food, food contact surfaces, and food storage areas. There is no acceptable compromise on this — chemical contamination of food products is a food safety emergency.

	Clear labelling
	All chemical containers must be clearly labelled at all times. Never decant chemicals into unlabelled containers. If a dispensing system is used, label the dispenser clearly with the product name and dilution ratio.

	Dedicated inventory log
	Maintain a separate inventory log for all non-food items. Track usage rates and order accordingly. Unexpected depletion of cleaning chemicals can indicate wasteful use, spillage, or, in some cases, theft.

	Staff training on chemical handling
	All staff who use cleaning chemicals must be trained on correct dilution, correct application, and correct personal protective equipment (PPE) requirements. SDS documents must be accessible in or near the storage area.

	Controlled access
	Access to chemical storage should be restricted to trained staff. Keep the area locked if possible, particularly in venues where junior or young staff may be working.
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	Product Category
	Safe Receiving Temperature
	Reject If

	Fresh meat (beef, pork, lamb)
	Below 5°C
	Above 5°C

	Fresh poultry
	Below 4°C
	Above 4°C

	Fresh fish and seafood
	0°C to 4°C
	Above 4°C or showing thaw signs

	Dairy products
	Below 5°C
	Above 5°C

	Shell eggs
	Below 5°C
	Above 7°C or cracked

	Fresh produce (most)
	5°C to 8°C
	Above 10°C or showing heat damage

	Leafy greens and herbs
	2°C to 4°C
	Above 5°C or wilted

	Frozen products (all)
	-18°C or below
	Above -15°C or showing thaw/refreeze signs

	Ambient dry goods
	10°C to 21°C ambient
	Delivered hot or in high humidity conditions
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A receiving process without complete documentation is a process you cannot defend, audit, or learn from. The following records must be maintained consistently.
	Document
	Purpose
	Frequency
	Retention Period

	Daily Receiving Log
	Records all items received, quantities, temperatures, and the name of the receiver
	Every delivery
	Minimum 3 months

	Temperature Check Log
	Records the measured temperature of all refrigerated and frozen deliveries
	Every cold or frozen delivery
	Minimum 3 months

	Delivery Discrepancy Report
	Documents any variance between the PO and what was actually delivered, including short deliveries, wrong specifications, and rejected items
	Every time a discrepancy occurs
	Minimum 6 months

	Signed Delivery Dockets
	The legal record of what you accepted from a supplier
	Every delivery
	Minimum 6 months

	Supplier Quality Issue Log
	Tracks recurring problems with specific suppliers to support commercial conversations and decisions
	Ongoing
	Minimum 12 months

	Rejection and Return Record
	Document items rejected at the point of delivery, including photos where possible
	Every rejection
	Minimum 6 months

	Pest Control Log
	Records all pest control activity and any evidence of pest issues
	Ongoing
	Minimum 12 months
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	Red Flag
	What It Indicates
	Recommended Action

	Frequent discrepancies between PO and delivery
	Supplier error, deliberate short-supply, or internal ordering process issues
	Raise a formal request with the supplier account manager. If it continues, consider alternative suppliers or implement a credit recovery process.

	Repeated short-dated or expired goods
	Supplier is managing their own slow-moving stock at your expense
	Reject all non-compliant items and issue a formal supplier warning. Set a minimum acceptable shelf-life requirement in your supplier agreement.

	Repeated temperature failures
	Supplier's cold chain management is inadequate
	Reject all out-of-temperature products. Report to your supplier formally. Consider whether the supplier relationship is viable if the issue persists.

	Poor delivery handling — damage, stacking, rough treatment
	Supplier's logistics operation is not meeting acceptable standards
	Document with photos every time this occurs. Raise with the supplier. Use the evidence to negotiate credits for damaged stock.

	The driver refuses to accept the rejected items
	The supplier is attempting to pass sub-standard product
	Do not accept the items under any circumstances. Document clearly on the docket that items were rejected and why. Contact the supplier's management directly.

	Delivery arrives outside of the agreed time window.
	Disrupts your kitchen operations and may indicate cold chain issues if a vehicle has been on the road longer than expected
	Log the arrival time. If product temperatures are affected, reject accordingly. Communicate your delivery window requirements to the supplier in writing.

	New or unfamiliar products substituted without notice
	Supplier is substituting without consent, potentially changing your food cost or recipe quality
	Reject all unauthorised substitutions and communicate clearly that all substitutions require prior approval.



[bookmark: _gay07xz4jbxw]Pro Tips for a High-Performing Receiving Operation
	Tip
	Detail

	Set fixed delivery windows and enforce them
	Designate specific delivery times for each supplier and communicate these clearly. Deliveries that arrive during peak service create disruption and rushed, incomplete receiving checks. If a supplier cannot meet your delivery window consistently, address it formally.

	Photograph every problem
	A photo takes three seconds and provides unambiguous evidence for credit claims, supplier disputes, and food safety records. Make it standard practice to photograph any damaged, out-of-temperature, or short-dated product before it is returned or discarded.

	Use colour-coded labels
	A simple colour-coding system for date labels (green for fresh, amber for use first, red for use today) accelerates stock rotation decisions and reduces waste across all departments.

	Build supplier accountability into your culture.
	Communicate issues to suppliers promptly and in writing. Track trends. A supplier who receives consistent, documented feedback about quality failures is far more likely to improve than one who receives occasional verbal complaints.

	Train beyond the basics.
	Receiving staff must be able to identify the specific signs of spoilage for every product category they handle. This knowledge cannot be assumed — it must be taught, tested, and refreshed regularly.

	Conduct a random spot check.s
	Managers should conduct unannounced spot checks of the receiving process. Check that temperatures are being measured and recorded, that POs are being verified, and that stock is being labelled and stored correctly. Accountability drives consistency.

	Audit your suppliers periodically.
	Review each supplier's performance formally at least quarterly: delivery accuracy, product quality, temperature compliance, and responsiveness to issues. Use this data to inform your supplier negotiations and decisions.



[bookmark: _sjihnsrjt5h5]Conclusion
Stock receiving is not a back-of-house administrative function — it is one of the most important quality, safety, and cost-control checkpoints in your entire operation. Every item that enters your kitchen has passed through receiving. The standards applied at that point determine the quality of what you serve, the safety of your guests, and the efficiency of your cost management.
A receiving operation that is structured, consistent, well-documented, and enforced by trained and accountable staff is a competitive advantage. It means less waste, fewer supplier disputes, stronger food safety compliance, and a kitchen that starts every day with exactly what it needs at the quality standard it requires.
Invest in your receiving process. Train your receiving staff. Hold your suppliers accountable. Document everything. The returns — in reduced waste, better margins, and protected reputation — are significant and compounding.
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