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Traceability Procedure
Purpose
1.1	To define the process for tracing back to all required records (retained samples and production records).
Scope
2.1	This document encompasses all processes from the raw milk supplier up to the final product.
Responsibility
3.1	[Name of Personal Responsible]
Definitions
	Traceability
	The ability to trace the history, application or location of an entity by means of 	recorded identifications.

















	Executive Manager: [Name]
	Date
	Signature

	
	DD-MM-YYYY
	


Instructions and Guidelines
[bookmark: _GoBack]

Customer Complaint or Request for Information


The critical number required to trace all relevant batch information is the  batch code/sell buy date which can be found on bottle or sachet.


Investigations


Certificate of analysis (Daily and Weekly)


Supplier Records


The critical number required by the supplier to trace all relevant order information is the ‘batch ID number’ which can be found on the process control records, this allows the supplier to trace to base materials (plastic packaging, machine, operators and results of in-process quality checks).


Process Control Sheets (a record of production and includes information on material, machine, tools unit, operators and results of all in-process quality checks).


Retained for 12  months.


Retained Samples


Raw Milk Supplier Samples


Tanker Samples


Raw Silo Samples


Daily Production Samples


Raw Milk Retained 5 Days


Milk Retained For 7 Days


Retained for 12 months.


Results of Investigation and Feedback to Customers


Retained Documentation




	Reference Documents

	Record 12.2
	Maintenance Sanitation Report
	Record 13.4
	Personal Hygiene Daily Checklist

	Record 7.1
	Dispatch Records
	Record 9.2
	Knife, Blade, Scissor and Wire Record

	Record 10.2
	Glass Breakage Incident Report
	Record 14.2
	Internal Pest Control Inspection

	Record 15.1
	Plaster, Glove and First Aid Register
	Record 17.1
	Batch Production Records

	Record 17.2
	Temperature Control Records
	Record 18.1
	Raw Milk/Material Supplier List

	Record 18.3
	Raw Milk Receiving Check Sheet
	Record 18.4
	Raw Material Receiving Check Sheet

	Record 18.6
	COA of Incoming Goods
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