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Purposc

The University Corporation, (TUC), receives a large quantity of vendor items in our Food Service
operations on a daily or weekly basis. This policy, in conjunction with CO008 — Procedure for
purchasing and counting Food Service inventory, provides the process, guidelines and controls for
receiving vendor items.

Procedure:

1. All vendors will bring their products to the BACK door of the Food Service unit and await
check in. The only exceptions to this are units where there is no back door or the physical
layout of the location prevents it. In these cases, the vendor should wait outside the alternate
entrance for check in.

2. Vendors will leave their products OUTSIDE the door and await check in by an
authorized TUC employee. At no time will a vendor be allowed to enter a store with
products that have not been counted and matched to the invoice by an authorized TUC
employee.

3. If the vendor is giving TUC credit for any items, they must be left at the door. They are not
to be left in the store or taken away from the door until they have been matched against the
invoice and signed for.

4. No exchanging or swapping of products is allowed. All products leaving the store must be
accompanied by an invoice or credit memo.

5. Only pre-approved authorized personnel are allowed to check in a vendor. A list of
authorized personnel is to be posted in each location.

6. The vendor must provide the original copy of the invoice to the receiver for check in. If
electronic check-in is being used, the picking list must be retained and compared to the final
invoice to ensure that they match.



7. The receiver will count and verify that each individual item matches the invoice. The vendor
will assist the receiver by providing an unobstructed view of every item. In some cases,
boxes will need to be emptied and pallets will need to be un-stacked. Each line item on the
invoice needs to be checked off with a clear check mark to help insure accuracy.

8. Only after verifying that every item matches the invoice, including credits, will the invoice
be signed by the receiver and the vendor allowed in the store. The original copy of the
invoice will be left at the store and logged by the unit manager.

9. Prior to exiting the store, the vendor’s boxes will be checked by an authorized TUC
employee to make certain they are empty. Only after the boxes are checked will the vendor
be allowed to take his credits away from the back door.

Any exceptions to this policy must be pre-approved by an Associate Director of Commercial
Services. Any known exceptions to these procedures will be documented and kept on file.

Failure to adhere to these policies may result in termination of business with the vendor and
disciplinary action against the employee.



Attachment #1

Burger King Inventory
Month: ] )
TO BE COMPLETED BY TWO PEOPLEl | | B
Items - Unit Cost Qty Extension
Freezer N |
Beef-Burger 2.2 oz 252| 252 eachcase | $43.72 $0.00
Beef-Whopper 4 oz 144 cs $45.30 $0.00
Beef-Angus 3.8 0z $105.73 $0.00
Biscuit 168 cs $17.86 . $0.00
Bread-Small Sourdough cs $12.56 $0.00
Cheesecake T2 ~©cs $41.06 B $0.00
Chicken Fritter 40 Ibs $92.41 $0.00
Chicken Fries 40 Ib case $83.40 $0.00
Chicken-Patty 144  cs $49.89 $0.00
Chicken- Tendergrill 127| 127 each case $100.18 $0.00
Chicken Tenders ) 24 Ibs $33.26 $0.00
Cinimini 306 ~cs $18.47 B $0.00
Coffee Regular cs $80.51 $0.00
Coffee Decaf i cs $83.63 $0.00
Croissant 150 cs $22.99 $0.00
Eggs- Omelet 225 cs $33.16 $0.00
Fish Fillet cs $48.20 $0.00
French Toast Sticks 16 Ib $13.49 $0.00
French Fries 36 Ib case $15.51 - $0.00
Hash Browns 30 Ib case $11.92 i $0.00
Mushrooms 20/120z $35.08 ~$0.00
[Onions-Fire Grilled - 30 lbs $46.11 $0.00
Onion Rings 35 Ibs ~ $23.59 ) $0.00
Pie-Dutch Apple 72 cs $28.90 $0.00
|Pie-Hershey 72 cs ~ $35.25 $0.00
Sausage 160 cs $18.91 $0.00
Tacos 360 cs  $43.42 i $0.00
Veggie Patty 144| cs $71.64 $0.00
B ~ $0.00
Refrigerator - ] $0.00
Bacon ] - 1800| cs $110.67 $0.00
Carrots $7.64 ~$0.00
Cheese-Sliced American 40 lbs $61.93 ) ~ $0.00
Cheese-3 Cheese Blend ] 12 Ibs $22.21 $0.00
Cheese- Swiss cs $27.82 ~$0.00
Creamer-Half & Half 400 cs $8.10 $0.00
Dressing-Caesar 120 ~cs $16.83 $0.00
Dressing-Ranch & BBQ 120 cs $13.27 $0.00
Dressing-Fat Honey Mustard 60 cs $8.46 $0.00
Dressing-lItalian Lite 60 cs $8.18 $0.00
Ham Sliced 1 1.350 $25.96 $0.00
Icing-Cinimini 300 cs $25.24 ~$0.00
Lettuce Iceburg 24 Ibs $11.44 $0.00
1 10/30/2006
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California State University

Northridge

Memorandum
OFFICE OF THE VICE PRESIDENT
ADMINISTRATION AND FINANCE

To:
University Corporation

Vice President for Administration and Finance

And CFO

Subject:  Mitigating Controls Processes

Tom McCarron, Executive Director

From: Randy J. Harwé‘f

Date: June 11, 2007
Phone: (818) 677-2333

(818) 677-5089
Email: randy.harris@csun.edu
Mail Code: 8206

In conjunction with the issuance of The University Corporation's revised Procedure for purchasing and
counting Food Service inventory," I have reviewed and approved the mitigating controls referenced

therein.



