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	Employees responsible for completing records (monitoring and recording activities) are trained accordingly. Employees are made aware of the importance of maintaining all records in a clear and legible manner and the importance of recording the information at the time the activity is performed.
	The employees responsible for monitoring critical food safety point (CCP’s/PC’s) if applicable, in the process are required to sign the record indicating the entry and the date it was made.
	Management is responsible for verifying the accuracy of records. Food safety records are signed and dated when reviewed, as part of the verification activities.
	All records shall be:
· Legible and suitably authorized by those undertaking monitoring activities that demonstrate inspections, analyses and other essential activities have been completed;
· Readily accessible, retrievable and securely stored to prevent damage and deterioration and shall be retained in accordance with periods specified by a customer or regulations.
· Retained for a minimum of 2 years and are securely stored, accessible and retrieved. Senior management is responsible for the storing and retrieving records.  
The use of correction fluid is prohibited to address corrections.  A line through the inaccurate recording, with the accurate recording, initials and date of the monitor is recommended.
	(Name of Company) has documented and maintains in hard copy form a food safety manual that outlines and summarizes food safety policies and methods it applies to meet the requirements of this standard. It is made available to relevant personnel and includes or references the written procedures, prerequisite programs, food safety plans and other documentation necessary to support the development and the implementation, maintenance and control of the Food Safety Systems
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