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Food Order Guidelines and Checklist
When ordering the food shop please ensure the following:
· Only food from the menu is ordered
· Correct quantity of food for the estimated number of children – please consider will you have enough for the following Monday if the food shop does not arrive?
· Cheapest option selected – e.g. bag of loose carrots instead of pre cut batons/own brand cereal instead of Kellogg’s 
· What offers are available? Consider, is it cheaper to buy bigger packs opposed to a number of small packs or is there an item on offer that is cheaper?
· The date and time of delivery is correct
· The delivery address selected is correct

When receiving the food delivery please ensure the following:
· Dates on short life food are a minimum of 2-3 days
· Alternative products are suitable for swapping
· No damaged products
· Correct quantity of items compared to order
· Signed for and copy of receipt
If any food is damaged, incorrect items or has a poor life date then do not sign before requesting refund/replacement.
Following the order:
· Food is stored in the appropriate places
· Receipt given to Michelle/put in in-tray
· Correct total on the receipt added to finance expenditure file
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