





AN INTRODUCTION

The management function of control is the measurement and correction of the performance in order to make sure that the enterprise objectives and plans devised to attain them are accomplished.

Thus it is the function by which a manager ensures that what is done will be that which is intended.
In an undertaking control consists in verifying whether everything occurs in conformity with the plan adopted, the instructions issued and principles established.  It has for its objects to point out weaknesses and errors in order to rectify them and prevent recurrence.

The word control is not intended to imply manipulation or suppression of workers rather it has the connotation of management information system.  Management’s job is to make decisions and rational decisions can only be made with appropriate information.  Management needs information about costs of food and beverages; inventory levels, quality of purchases and of food produced, sales prices and sales levels etc.  Only an appropriate information system can help in taking right and effective decisions.  Control is really your (management’s) action based on your measurement and your evaluation.  Managers often check situations and then decide not to act.  They conclude that the situation does not require their action or intervention.  The fact that they have investigated and then decided not to act is an action in itself.  CONTROL means managers investigate situations, they understand events, and then they decide whether they will act or not.  Either way they are exercising control.
Food Cost Control means that:

a) You stick to your pre-determined standards while you exercise restraints or direction over the price you pay to buy, prepare and sell food.

b) You know your market as each food operation caters to a specific market.  Standards vary for different markets.  You set standards appropriate to your market before you buy, prepare and sell food.

c) You prepare cost control procedures.  For controlling all your costs you need records which give you information you must have in order to make sensible decisions to control and improve your total food service unit.  


Information gathering forms and methods are your tools.  No amount of information is of any value unless you take and know how to take managerial action.

The fundamentals of control can thus be pointed out as:

a) Pre-determined standards

b) Your market and

c) Your cost control procedures.

The control activity would be clearer when seen through the following:
Suppose you are Flying a Boeing Aircraft.  The ground station sends you a signal to keep your speed at 650 Kms per hour.  

You check your speed form the speedometer.  It is 700 Kms per hour.  So, you reduce the sped, using the throttle till it comes to 650 Kms per hour.  You convey your new speed back to the station.
LET US ANALYSE WHAT YOU DID?

1. The signal came that the speed limit in air is to be 650 Kms per hour.  This is a standard that they have set.  This is the ‘Pre-determined Standard’.
2. You checked your speedometer, you found that you are at 700 Kms per hour.  This is other words meant checking your actual performance.

3. Then you calculated that you were moving 50 Kms per hour faster.  This is to note the deviation from the standard.

4. After that you reduced your speed to 650 Kms per hour.  This in other words is the corrective action.

Gathering information from above, we realize, that control involves the following Four steps:

1. Establish standards (pre determined)

2. Check actual performance

3. Note the deviations from predetermined standards.

4. Take corrective action.

The above example could be cited for any Food Cost Control system.  The four steps involved in the situation hold good for Food Cost Control also.

I.  Pre-determined Standards:


“Pre-determined Standards” is a key phrase in control.  Applied to Catering business, the phrase predetermined standards would mean that you set total and detailed standards of operation.  The standards should be set by the manager.   The standards for buying, receiving, storing, issuing, producing and service are discussed in detail.
II. Check Actual Performance and Note deviations: Actual performance can be gathered through reports and forms.  In order to get these reports, proper information system should be set, consider the following points as Fundamentals for a Cost Control System.

(a)  Adequate Information: 
The information should be adequate meaning you get  enough information, to make good successful decisions.

The following list gives you the areas form where you may want to collect information.

1. Sales for each day

2. Items purchased each day

3. Items received

4. Items requisitioned and issued from store

5. Number of guests (per hour, per meal, per day)

6. Employees on duty

7. Average bill

8. Amount of food prepared (kitchen consumption register)

9. Amount of food sold (K O T analysis)

10. Opening and closing inventories.

11. Bills & K O T note used.

The amount of information will depend upon the size of your establishment.

(b)  Prompt information: The second basic requirement is to get information promptly.  “Prompt” should be soon enough o take appropriate action so that you can do something quickly to reduce costs if they are too high for the current period.  Timing will vary with your type of Operation.  For smaller establishments figures put together weekly maybe prompt enough.  In contrast, in large hotels food cost may be calculated daily.
(c)  Brief Reports: 
Information or reports that you get should be as brief as possible but not that brief that they do not tell you things you ought to know.  If you need a number of lengthy forms filled in, have a trained employee, who will summarize the report for you.
However, the detailed forms can be checked if you find that figures in summarized report are very high.  Care should be taken that no vital information is left out from the summary.

After gathering the information it should be analyzed thoroughly.

We compare the actual information with the pre-determined standards and note the deviations for corrective action.

Corrective action:  Depending upon the first steps, you decide to take either “Positive- Action” or “Passive Action”.

Positive Action:  On the basis of the information, that you have examined and noted deviations, you take action to correct them to see that such deviations do not occur in future.

Passive Action:  This is the conscious decision on your part not to take any action.  You examine the information gathered and find no negative deviations.  You decide that for the time being no action is called for.  This is different from inaction, as this would be not taking an action when required.


In your food service operations, you should continuously be taking positive or passive action, but in either case, based on knowledge, not obliviousness.  Obliviousness is not sound management.

ESSENTIALS OF CONTROL ARE:

1. Controls should report deviations promptly:  The purpose of control is totally defeated, if the information is delayed.  If the food cost report of May is made in July, it will serve no purpose as the most important step of control i.e, corrective action cannot be applied so late.  The information should reach as early as possible so that the Manager can head off failures immediately.

2. Controls should be forward looking:  Usually there is a time lag between the deviation and corrective action.  Therefore, a Manager should strive for a control technique which will forecast deviations in time for him to make corrections before the problem occurs.
3. Controls should be objective:  Control should be definite and measurable in a clear and positive way.  The standard qualitative or quantitative must be measurable and verifiable.  Subordinates react more favorably to objective standards.  It is frustrating for a subordinate to be told in indefinite terms that he is not doing a good job.  Faced with objective standards and measurements, he can clearly see that a failure occurred.

4. Control should be flexible:  Control must remain workable in the face of changed plans, unforeseen circumstances, or outright failures.  The control system should report such failures and should contain sufficient elements of flexibility to maintain control, despite failures.

5. Control should be economical: You should be able to figure out fairly closely, what your control system costs:  They should be saving you money.  i.e., the cost of the control system plus more.  You should save more money with control that without it.  Controls should help you avoid waste in  terms of Food and money.

6. Controls should be understandable:  the Manager and department heads must be able to understand control system.  ;If your control is based on complex mathematical formulae, complex break even chart, detailed analysis etc, which is not understood by department head, it would not function properly. ; If Chief fails to understand the information provided by the Control office, he will fail to exercise control.

7. Controls should indicate corrective action:  A control system that detects deviations from plans will be little more than interesting exercise if it does not show the way to corrective action.  An adequate system should disclose where failures are occurring, who is responsible for them and what should be done about them.  Food and Beverage Controller reporting that food cost is high, will not be an useful exercise unless he tells where the food cost shot up, and how it can be prevented in future.

Good cost control systems are composed of many things.  They should not be just record-keeping.  They should be integral parts of total management philosophy, practice and procedure.  Good cost control systems can help you achieve and maintain the level of profit you want.  Good controls can be the difference between success and failure.

INTRODUCTION TO FOOD AND BEVERAGE MANAGEMENT

The objective of the subject food and beverage management is to explain the complexities of managing food and beverage outlets, while examining the wide range of subject areas that come within the orbit of operational food and beverage management and to relate these areas to the applications applied within five broad sections of the catering industry, i.e, fast food and popular catering, hotels and quality restaurants, function catering, industrial catering and welfare catering.

The provision of food and beverage service away from home forms a substantial part of the hotel and catering industry and is characterized both by its diversity and by its size.  Outlets include private and public sector establishments and they range from small privately-owned concerns to large international organizations and from prison catering to catering in most luxurious hotels.

Food and Beverage management is the art and science of reaching a given end with the utmost economy of means.

THE FOOD AND BEVERAGE MANAGEMENT FUNCTION:

Firstly the planning process, setting objectives, making decision about which direction the organization should take.  Formulation of policies.

Secondly the manager will decide how those objectives should be achieved and by whom.

Thirdly the manager is involved in staff motivation directing his work force to achieve the desired goals.

Fourthly the manager has a controlling function, including the comparison between actual performance and the forecast at the initial planning stage, in order to achieve the stated objectives.
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RESPONSIBILITIES OF THE FOOD AND BEVERAGE MANAGEMENT:

The significant contribution food and beverage sales can make towards total sales has already been discussed – food and beverage costs can, however, make equally significant inroads into sales.  This necessitates the development of an effective system of control for all areas concerned with the food and beverage function.

The developemnt of such a control system begins with the basic policty decisions.  In the case of the food and beverage facilities, the policies governing the running of these departments are three:

i. the financial policy

ii. the marketing policy

iii. the catering policy

Main Responsibilities And Objectives Of The Food And Beverage Department 
a. The provision of food and beverage facilities catering for a clearly defined market.

b. The purchasing, receiving, storing, issuing and preparation of food and beverages within the establishment for final provision and sale to the customer.

c. The formulation of an efficient control system within the food and beverage department with the purpose of:

i) Monitoring food and beverage prices and achieving competitive rates whilst still ensuring quality standards.

ii) Pricing restaurant and special function menus so as to achieve desired profit margins.

iii) Compiling on a daily, weekly and monthly basis, all relevant food and beverage information on cost and sales, and initiating control procedures if discrepancies occur, and discovering the causes., e.g. bad portion control, incorrect pricing, etc.

d. The training, motivating, and controlling of all food and beverage    department staff.

e. Finally the food and beverage department should co-ordinate with other departments in the establishments in which it is situated, to be a significant contributor to the organization’s short term and long term profitability.

OBJECTIVES OF FOOD & BEVERAGE CONTROL
The objectives of a food and beverage control system may be summarized as follows;

a. Analysis of income and expenditure:  The analysis is solely concerned with the income and expenditure related to food and beverage operations.  The revenue analysis is usually by each selling outlet, of such aspects as the volume of food and beverage sales, the sales mix, the average spending power of customers at various times of the day, and the number of customers served.  The analysis of costs includes departmental food and beverage costs, portion costs and labour costs.  The performance of each outlet can then be expressed in terms of the gross profit and the net margin (i.e., gross profit minus wages) and the net profit (i.e., gross profit minus wages and all overhead expenses such as rent, rates, insurance etc.)

b. Establishment and maintenance of standards:  The basis for the operation of any food and beverage outlet is the establishment of a set of standards which would be particular to an operation., e.g., a chain of steak house restaurants.  Unless standards are set no employee would know in detail the standards to be achieved nor could the employee’s performance be effectively measured by management.  An efficient unit would have the set standards laid down in manuals often known as SOPs (standard operational procedures) which should be readily available to all staff for reference.  Having set the standards, a difficult problem always for the management of an operation is to maintain these standards.  This can be aided by regularly checking on the standards achieved by observation and analysis and by comments made by customers, and when necessary, conducting training courses to re-establish the standards.

c. Pricing:  An important objective of food and beverage control is to provide a sound basis for menu pricing including quotations for special functions.  It is, therefore, important to determine food menu and beverage list prices in the light of accurate food and beverage costs and other main establishment costs; as well as general market considerations, such as the average customer spending power, the prices charged by competitors and the prices that the market will accept.

d. Prevention of waste:  In order to achieve performance standards for an establishment, targets are set for turnover, cost levels and profit margins.  To achieve these levels of performance it is necessary to prevent wastage of materials caused by such things as poor preparation, over –production, failure to use standard recipes, etc.  This can only be done with an efficient method of control, which covers the complete cycle of food and beverage control, from the basic policies of the organization to the management control after the event.

e. Prevention of fraud:  It is necessary for a control system to prevent or at least restrict the possible areas of fraud by customers and staff.  Typical areas of fraud by customers are such things as deliberately walking out without paying; unjustifiably claiming that the food or drink that they had partly or totally consumed was unpalatable and indicating that hey will not pay for it; disputing the number of drinks served; making payments by stolen cheques or credit cards.  Typical areas of fraud by staff are overcharging or undercharging for items served and stealing of food, drink or cash.

f. Management Information:  A system of control has an important task to fulfill in providing accurate up-to-date information for the preparation of periodical reports for management.  This information should be sufficient so as to provide a complete analysis of performance for each outlet of an establishment for comparison with set standards previously laid down.(e.g., budget standards).

The amount of control necessary is related to the size and complexity of an establishment .  A small owner – managed restaurant would not require the same level of control and written management information as would a large multi –outlet hotel.

Whatever the size and type of operation the management control information required has to be limited to what is really necessary and meaningful.  Therefore, some selectivity is necessary to determine what exactly is required, as against producing a mass of statistical information which may be of little use or value and which may well cloud the essential basic data.  The speed by which management information can be produced today with the assistance of microcomputers enables corrective action to take place very much quicker than when all the information has to be collected, collated, analyzed, and presented manually.

A large unit with many selling outlets, employing a large number of staff and producing a large turnover would require quite a sophisticated control system giving often daily reports as well as weekly and periodic reports.

A small unit such as operated by a chef-proprietor would require a very simple control system as the proprietor would be involved with controlling all the activities of the nit every day and would not only have a ‘feel’ for all aspects of the business but would also be taking corrective action quickly whenever necessary.

CONSTRAINTS TO FOOD AND BEVERAGE MANAGEMENT:

A) EXTERNAL FACTORS:

Political:

a. Government Legislation:

For e.g., fire regulations, health and safety act.

b. Changes in the taxation structure of the country

c. Changes in specific government taxes

Economic:

a. Rising costs:  food and beverages, labor, and overheads

b. Sales instability

c. Changes in specific government taxes

d. Expansion and retraction of credit facilities

e. Higher interest rates on borrowed capital.

Social:

a. changes in population distribution for e.g., population drifting away form certain areas

b. Changes in socio-economic groupings of the area

c. Growth of ethnic minorities leading to a demand for more varied food.

d. Changes in food fashion,. e.g., current popularity for take away foods.

Technical:

a. Mechanization.  For e.g., of food service and food production equipment 

b. Computer technology

c. Product development for e.g. textured vegetable protein.

B) INTERNAL FACTORS:

Food and Beverages:

1. Unpredictability of volume of business:  Sales instability is inherent in all establishments.  Moreover, the sale of food/drinks varies day to day and even during the day.

2. Perishability of food:  Food is  perishable,  hence  there should  be no over buying and food prepared must be in  line with the anticipated demand ton keep food cost in check.

3. Daily variations in food production.

4. Short cycle of operations:  The cycle of operations in any catering establishment is short, hence control procedures must be frequency and periodic reports are a must.

5. High degree of departmentalization:  Each catering establishment has several selling outlets.
Staff:

a. Staff shortages often coinciding with peaks of sales activity.

b. Conversely staff surplus coinciding with troughs of sales activity 

c. Absenteeism, illness etc.

Control:

a. Cash collection and control

b. Correct pricing of menus and beverage lists when food prices in particular fluctuate.

c. Stores control – food and liquor

d. High frequency of low average spends transactions in Food and Beverage outlets.

PURCHASING

A function concerned with the search, selection, procurement, receipt, storage and final use of commodity in accordance with the catering policy of the establishment.

Importance of purchasing in relation to other functions.

	CATERING POLICIES
	→
	Shows that what market is aimed at

	(
	
	

	MENU
	→
	Determines the choice available to customers and food and beverage quality standards

	(
	
	

	VOLUME FORECASTING
	→
	Determines what food and beverages are required

	(
	
	

	REQUISITION
	→
	

	(
	
	

	PURCHASING
	→
	Encompasses selection of suppliers, methods of purchasing

	(
	
	

	RECEIVING
	→
	Quantity and quality inspection

	(
	
	

	STORING & ISSUING
	→
	Storage requirements, stock records, pricing of issues

	(
	
	

	PRODUCTION
	→
	Preparation and processing

	(
	
	

	SERVICE
	→
	Provision of acceptable meals and drinks at correct selling prices

	(
	
	

	CONTROL
	→
	Measurement of performance of departments and of total operation



IMPORTANCE OF PURCHASING FUNCTIONS

Policies:  A policy is an organizations point of view that guides the firm for making administrative decisions.  Purchasing func​tions include three basic policies.

Market  Policy:This determines on what the market  segment is aimed at.

Purchasing  Policy:  To determine the price to be  paid  for purchases and the quality of the product to be purchased.

Pricing  Policy:   Determines  the selling price  of  a  finished product and its size, weight or amount.

Menu: Represents the choice of items available to customers.  Different types  of menus are available.  But the menu  is compiled  by  the F & B Manager, in  consultation with the executive Chef of the hotel/catering establishment.

Volume forecasting:  This is the prediction of the quantity of the  food to be reduced, the next day or next week.  This func​tion is aided by standardized recipes which controls the  quanti​ty,  proportion, quality and net quantity of the product.    With the standardized recipes and previous experiences, the  quantity of raw materials is found out.

Requisition:   Requisitions or indents indicate the  requirements of each item of each  outlet.  The intending is done after find​ing the quantity of item needed through forecasting.  The requi​sitions are sent to the stores.

Purchasing:   Upon the receiving of the requisition the  purchase assistant/ manager,  prepares a purchase order which he  sends  to the  concerned supplier.  The standards are mentioned earlier to the  supplier with whom a contract is signed.  This ensures con​tinuity  of supplies and also, the supplied products are  of  the specified quality/grade.

Receiving:   The next function is to receive the supplied  goods.  At this point, quality and quantity of the receiving commodities are inspected.  Using the purchase specification as a criterion. The unfit or lesser quality products are rejected and for lesser quantity  of the commodity received, a "credit memo" is given  to the  supplier.   The credit memo is prepared  by  the  receiving clerk.

Storing: Correct and hygienic storage conditions should be provided  for  each type of commodity.   Maintenance of  stock registers  are  also necessary for control  purposes.   This ensures the security of items.  Correct stock levels and par stocks should be maintained in the store to ensure adequate supply of all necessary commodities at any time. Issuing correctly of these stored items to  intending  sec​tions of the establishments through intends is the next function.  

Production:  This is the preparation stage of the raw materials.  Strict hygienic conditions are followed to attain a good product.

Selling:   This is the provision of satisfactory products at the correct selling price.  The selling price covers all the expenses and profit of the firm for the particular product.

Control:  The measurement of performance of all outlets involved.  The data is feed back to the management’s information.

PERFORMANCE CRITERIA OF SUPPLIER RATING                 

Mainly there are three performance criteria that are helpful in a rating system.

1)  Price               2) Quality                  3) Delivery

PRICE: A supplier should be rated for the reasonable price be charges for his goods.  If he sells a better quality product for a reasonable rate, one has to select him.

QUALITY: If the specifications are not kept, the supplier should be rated for the quality of his items.  The customer should also see that the supplier keeps supplying the  same  quality product throughout the contract period.

DELIVERY: Punctual   and efficient delivery of goods  is   another criterion for rating a supplier.  In some cases, the supplier may take the customer for granted and delay the delivery.   In those cases measures may be taken accordingly.

What often is not readily available but is necessary to further evaluate the supplier are records of:

· The total value of goods delivered by each supplier.

· The number of items rejected with their value.

· The percentage value of goods rejected.

· Any late deliveries of goods with details.

FOUR W'S OF PURCHASING

WHAT - to buy

This is determined from the menu intends.

WHEN - to buy

Determined by the maintenance of stock registers, par  stocks.  When a certain level is reached the purchases  are  made  or stopped.

WHERE - to buy and to store

Suppliers may be selected according to principles.  Good storage facilities should be then provided for the items purchased.

WHY: - to buy

The necessity or use of the material should be understood by the buyer.  i.e., The purchase assistants should have good knowl​edge in foods.

PURCHASING PROCEDURE

1. A requisition from an authorized staff is received.

2. The selection of the source of supply.

3. Entering into a contract with the supplier.

4. Acceptance of goods ordered and do the adjustment.

5. Transfer commodities to the ordering concerned department.

Clauses of purchasing contract:

1. The period of contract.

2. The estimated quantities

3. The right of the establishment to  divide   a contract between suppliers.

4. The purchase specification of the items.

5. The removal of any rejected food, to be undertaken by the supplier.

6. Containers chargeable to be credited  to   the establishment in full when returned.

7. Power of purchase in default.

8. Indemnity against damage

9. Prevention of corruption

10. The place of delivery

11. Invoice to be supplied with in specified time limit.

12. Payment of invoices.

13. Service of notice to break a contract.

Risk Purchase:   If the supplier fails to supply the indented items,  we have a clause in contract, according to which, we  can buy the indented item at the market rate prevalent and debit  the excess amount to the supplier's account.

Inviting  Quotations:   Items which can be stored  for  a  longer period,  like  tinned and bottled items, are  purchased  by  this method.   The requirements for a period are worked out and quotations are invited from various manufacturers, agents/whole-sale dealers etc. with the samples.  A committee is formed for testing the samples and studying the comparative statements, gives its recommendations for purchase.

PRINCIPLES OF PURCHASING

1. Establishing who is responsible for purchasing.

2. Establishing standards quality of materials.

3. Establishing the quantity to be purchased.

4. Establishing the most favorable prices.

RESPONSIBILITY OF PURCHASING

1. The knowledge of materials used their uses

2. The ability to communicate and co-operate

3. The ability to make sound judgments quick decisions.

4. Organizational abilities to prepare perform efficient  sys​tems of work.

5. Honesty and Integrity

SELECTION OF SUPPLIERS

1.   Details of the firm and the range of items they supply.

2.   Copies of the recent price list.

3.   Details of the trading terms such as discount, credit installment  

      facilities etc.

4.   Details of their other customers.

5.   Collect their sample and cheek the yield, quality etc.

6.   Visit their shop  and  go down  and  ensure  the  hygiene, 

      cleanliness etc. of the shop  and their methods of storing.

7.  Details of their delivery, location and distance  from  the catering 

      establishment.

AIDS TO PURCHASE

1. Up to date  knowledge of products in the market  and  their price.

2. Up to date knowledge of the variation in market price.

PURCHASE SPECIFICATIONS

Purchase specifications are a concise description of weight, quality, size required for a particular product.

A specification sheet must contain:

1) Name of the establishment.

2) Serial Number

3) Name of the commodity.

4) Grade or quality you want.

5) Basic unit (Gallon, pound, case, kilo) on which prices are quoted.

6) Any and all factors required for the identity of  the item.

USES:

Ensures the persons who are responsible for the purchasing, what to buy.  Eliminates any misunderstanding and thereby avoids any possible confusion.  Hence the buyer gets exactly what he wants and the supplier can give exactly what  his customer needs. They speed up the ordering procedure.

METHODS OF PURCHASING

The major methods of purchasing would either fall in cash purchase method or contract method.

	Contract Method
	Cash Method

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


The various common methods adopted are:

1.Specific food contract purchase.
2. Quantity food contract purchase.

3. Daily market purchase.

4. Weekly/monthly market purchase.

5. Cash and carry.

6. Cost plus method.
7. Paid reserve

8. Centralized purchase.
Specimen of Job Description
	Job Title
	
	Purchase Manager

	Code No
	
	AC / 1705

	Department
	
	Accounts

	Job Summary
	
	Responsible for the smooth and effective management of the purchasing office, the receiving storage and cellar areas.

	Job duties
	1. 
	Purchasing of all commodities.

	
	2.
	Ensuring continuity of supply of all items to user departments

	
	3.
	Finding cheaper and more efficient sources of supply

	
	4.
	Keeping up-to-date with all the markets being dealt with evaluating new products

	
	5.
	Research into products, markets prior trends etc

	
	6.
	Co-ordinating with production department to standardize commodities and reduce stock levels 

	
	7.  
	Liaising with production, control accounts and marketing departments.

	
	8.
	Reporting to senior management. 

	
	9.
	To do other jobs as and when required.


STANDARD PURCHASE SPECIFICATION FORMAT

(Name of food and beverage operation)

1.  Product Name
:  _________________________________________________

2.  Product used for: 

3.  Product general description:

4. Detailed description.

	Purchaser should state other factors that held to clearly identify desired product.  Examples of specific factors, which vary by product being described may include:



	· Geographic origin

· Variety

· Type

·  Style
	· Grade

· Product size

· Portion size

· Brand name

· Density
	· Specific gravity

· Container size

· Edible yield 




5. Product test procedures:

6. Special  instructions and requirements:




Receiving is an important control point in the product cost control system.  The planning and control that goes into the purchasing process is wasted if no one makes sure that products delivered meet the operation's standard purchase specifications.

Receiving personnel: Effective receiving requires knowledgeable receiving personnel. They must know product quality standards and be able to recognize them in products delivered.

The number of persons working at the receiving control point varies among food service operations. In most of the organizations the receiving function is performed by the receiving clerk.  He reports either to the food controller, the purchase manager or the food and beverage manager.

The general requirements for a person to be appointed as a re​ceiving clerk are:

1. Good health and personal cleanliness.

2. Familiarity with the necessary forms, tools, and equipment.

3. Literacy.

4. Quality judgment.

5. Product knowledge.

6. Sanitation judgment.

7. Personal integrity, precision and accuracy.

8. Willingness to protect the interests of the organization.

9. Ability to co-ordinate the needs of the operation’s departments with the supplies being delivered.

Receiving office: layout 

The receiving office should be located near the delivery door. It is usually situated near the service entrance. The office should be equipped with accurate weighing machines, scales, calculators, marking pens, rulers, files, thermometers and transport equipment.  The receiving should take place during slow periods in the operation’s daily business cycle. This will enable the receiver’s undivided attention to the receiving duties.


Receiving Process: 

Check control documents:-

· Check incoming products against the purchase order or purchase record.

· Check incoming products against standard purchase specifica​tion (The Quality and The Quantity).

· Check incoming products against the delivery invoice. If any discrepancy is there a request- for- credit - memo should be raised.
· Check for timely delivery by timetabling of suppliers/deliveries.
Accept and store:-

· Accept incoming products. This is normally done by signing the delivery invoice.

· Move incoming products to storage immediately. 
· Complete the daily receiving report and any other necessary documents.
FORMATS AT RECEIVING

Invoice
“Blind” Receiving and Delivery Note:

Credit Memo:

The meat Tag: 
In many catering establishments a detailed control  system  is set up to have proper  control  over  certain expensive purchased foods like  ham, bacon, mutton, fish, etc. Tagging serves the following purposes:
· It aids the control of expensive foods.

· It requires the receiving clerk to weigh and record each item, and to check against the specific purchase specification weight range.

· It assists in obtaining more accurate daily food cost percentage figure.

· It assists in controlling the stock levels of these items.

The operation of tagging expensive items as follows:

1. On receiving the items they are checked against the purchase specification as to being acceptable or not.

2. If suitable a tag is made out for each item received, with the main information being taken from the invoice or delivery note. The weight recorded on the tag being obtained by actually weigh​ing each item individually.

3. The  tag  is then separated along the  perforation  with  the control  office  copies  being sent direct to  control  with  the invoice or delivery note and the kitchen copy being attached by a string or wire to the food item.

4. When the item is issued at a later date to the kitchen for use the tag attached to the item is removed and sent to control with the date of issue filled in.

5. The control office will usually operate a Reconciliation of Meat Tags form, recording the tags received from the receiving departments and from the kitchen. Thus the total value of tags of each specific expensive item would be known for 

a. daily purchases

b. daily issues to the kitchen for immediate use

c. Balance shown would give the stock value of those items.

Daily receiving report (D R R) /Goods received book(G R B): - 

Summarizes in a precise fashion the total activities of the day at the receiving bay .This format shows supplier’s name, purchase order number ,invoice number and other details of all the transactions at receiving.
The Receiver's report is used for the following purposes:-

a. To separate various beverage costs from food costs.

b. To add up the value of "directs” in a daily food cost assessment system.

c. In large operations with different receiving and storeroom personnel to transfer responsibility for product control from receiving to storeroom personnel. 

	POINTER HOTELS (UK) LTD

GOODS RECEIVED BOOK

Date: 05.02.87

	Delivery Note No
	Supplier
	Total

$
	Dry stores
	Meat

$
	Poultry

$
	Fish

$
	Staff Kitchen

$
	Carvery Kitchen

$
	Main Kitchen

$
	Vat

$

	122
	Baith
	45
	0
	45
	4
	0
	
	
	
	
	
	
	
	
	

	222
	Browne
	120
	0
	
	
	
	120
	00
	
	
	
	
	
	
	

	210
	Malker
	200
	0
	
	280
	0
	
	
	
	
	
	
	
	
	

	112
	Janes
	125
	0
	
	
	
	
	
	
	
	
	
	
	
	

	1203
	Greene
	70
	0
	
	
	
	
	
	125
	
	
	
	
	
	

	514
	Biller
	275
	0
	
	
	
	
	
	
	70
	00
	
	
	
	

	121
	Bell
	125
	0
	75
	
	
	
	
	
	
	
	
	275
	00
	

	100
	Civer
	340
	0
	
	
	
	
	
	
	50
	00
	
	
	
	

	179
	Laure
	35
	0
	35
	
	0
	
	
	
	
	
	
	340
	00
	

	
	Totals

$
	1415
	0
	155.00
	284
	0
	120
	00
	125.00
	120
	00
	--
	515
	00
	--


An extract from Beverage specification Manual

	POINTER HOTELS (UK) LTD

Beverage Purchase Specifications

Year.....

	Vintage
	Specification
	Size
	Half Bottle

	
	
	Magnum
	Bottle
	

	---
	Champagnes Bollinger, Extra quality, Brut
	(
	(
	(

	1970
	Bollinger, Extra Quality, Brut
	(
	(
	(

	---
	Moet & Chandon, Premier cuvee
	(
	(
	--

	1970
	Moet & Chadon Dry imperial
	(
	(
	(

	1969
	Moet & Chandon, cuvee, Dom Perignon
	(
	(
	--

	1969
	Tattinger, Blane-de-Blanc, Brut
	--
	(
	--


An example of a typical Request for credit form

	POINTER HOTELS (UK) LTD

Request for Credit Memorandum

To

     U Scot

     Butcher                                                                         No   : 2314

     121 Street,                                                                    Date : 09.02.87

     London



	Please issue your credit memo for items listed below
	Cost

	
	Unit
	Total

	14
	lb
	Frozen ox liver
	1
	25
	17
	50

	15
	lb
	Tenderloin of beef
	2
	20
	1
	00

	
	
	
	
	
	
	

	Reason:  1.  Liver not delivered but invoiced

2. Beef not as per specification



	Food and Beverage Controller
	Accounting Department
	Van Driver
	Requested by

	
	
	Fred Read
	Bill Smith




An Example of Meat Tag

	Meat Tag
	No: 28328

	Item
	Beef

	Cut
	Rib

	Weight
	22 lb

	Total value
	$39.60

	Cost / lb
	$ 1:80

	Supplier
	Tanhard

	Date received
	05.02.87

	
	

	Food Control Copy
	

	Item
	Beef

	Cut
	Rib

	Total weight
	22 lb

	Total value
	$39.60

	Cost /lb
	$ 1:80

	Supplier
	Tanhard

	Date received 
	05.02.87

	
	

	Food Store Copy
	

	
	


STORES ORGANIZATION

INTRODUCTION: In any large or small catering establishment there exists a department called a "Store" which is essential for the smooth functioning an for reasons such as :-

1. To keep and maintain stocks at suitable levels eliminate the risk of running out of any commodities.

2.  To maintain checks on the receiving and issues made to various other departments.

3. In order to maintain a check on percentage profit if each department

FEATURES:

1. It must be cool and facing the north or south to prevent the sunlight from coming inside.

2.  It must be located in a convenient place to receive the goods being delivered by the suppliers also convenient  to  make issues to various department and preferably on the same level  as the kitchens are.

3. It must be well ventilated and free from dampness, exces​sive dryness.

4. The walls and ceiling should be free from crackle tiled to ease cleaning.  The flooring must be of material which will  not break with heavy truck.  

5. Good lighting either natural or artificial is necessary.

6.  There must be ample well arranged  storage  space  with shelves of varying depths and separate sections for each type  of food.

7. Skids, ballets / trolleys should be used for bulk packages or bags of flour etc. galvanized iron drums are used to store dry provisions, glass to store spices etc.

8. Tables, scales, adding machines.

REFRIGERATION AND FREEZERS:

There are three different kinds of refrigeration facilities provided for various perishables.

1. Meat, fish and poultry

2. Fruit and vegetables 

3. Milk and dairy products

STORAGE PROCEDURE: All frozen storage should be properly wrapped to prevent deterioration and discoloration. Unwrapped food suf​fers dehydration and oxidation. Aluminum wrappers are not vapour proof and therefore not suitable for freezer storage.  Polythene, plastic films are suitable for freezer storage.


Temperature: Fruits and Veg 
          4-7°C

Meat and poultry



0- -3°C 

Fish and seafood 


          1--2°C 

Dairy product 



 -2--4°C 

Freezer 




 -17--23°C 

Ice cream 




 -12--17°C 

PHYSICAL PROPERTIES OF REFRIGERATORS:


Should be of material that  can   be cleaned easily. There must be a low temperature bulb for adequate lighting. Should have self closing doors. All walk-in cold rooms have an alarm.


The levels of the cold room and the floor must be the same. Cold rooms must have mobile shelving to facilitate cleaning. Exterior remote temperature gauge is desirable. Periodical checks for the temperature must be made. Small and expensive items such as wine, caviar must be kept locked.

STORAGE RECOMMENDATION: 

1. Fresh meat and poultry must be refrigerated as soon as it is received.

2.  Fresh fish must be covered with finely crushed ice and stored in the coldest part of the refrigerator.

3.  Dairy products especially butter must be stored covered. Strong flavored foods must be kept away from eggs and other items.

STORES OPERATION:

Purchase: The purpose of stores operation is that the food is received is available for processing when needed with out spoi​lage or deterioration.

Space must be assigned for every item. Labels should be pasted. Items must be arranged preferably in the order of the stock or inventory book. The date of arrival of goods must be entered.     

Storekeeper: The essentials that go to make a good storekeeper are:

 a) Sound experience 
b) Knowledge of how to handle, and organ​ize the stock in his charge 
c) A tidy mind and a sense of detail 
d) A quick grasp of figures  
e) Clear handwriting 
 f) A liking for the job  
g) Honesty.

DUTIES OF A STOREKEEPER:

1) To keep a good standard of tidiness and cleanliness.

2) To arrange proper storage space for all incoming food stuffs.

3) To keep up to date price list of all commodities.

4) To ensure that an ample supply of all important food stuffs is always available.

5) To check that all orders are correctly made out and dispatched in good time.

6) To check all incoming stores-quantity, quality and price.

7)  To keep all delivery notes, invoices, credit notes, receipt and statements efficiently filed.

8) To keep all daily stores issue sheets.

9) To keep and maintain a set of bin cards.

10) To issue only against a signed indent or requisition slip.

11) To check stock at frequent intervals. 

12)  To ensure that all chargeable containers are properly kept, returned and credited that is all money charged for sacks, boxes etc are deducted form the account.

13) To obtain best value at the lowest buying price.

14) To have a knowledge of seasonal availability.

STOCK CONTROL - STOCK LEVELS ROTATION

Types of books and statements used in stores control:

1) BIN CARD: There must be an individual bin card for each item  in the stock and the following details must be there on the card:-

BIN CARD

UNITS :_______________________

PRICE :________________

COMMODITY :___________________

MAX. STOCK:____________

CODE NO.:_____________________

MIN. STOCK:_____________

	DATE
	RECEIVED
	ISSUED
	BALANCE
	INITIAL

	
	
	
	
	


2)  STORES LEDGER : This is usually found in the form of a  loose leaf file giving one ledger sheet to each item held in stock. The following details are found on a sheet:-

	BIN NO
	DISCRIPTION
	CLASSIFICATION
	CODE
	UNIT
	MAXIMUM

MINIMUM

	DATE
	DETAIL INVOICE NO.
	QUANTITY
	UNIT
	VALUE

RECEIVED   BALANCE



Every time goods are received or issued the appropriate entries should  be  made on the necessary stores ledger  sheets  and  bin cards. In this manner the balance of your bin cards should be the same as the balance in the stores ledger sheet.

3) DEPARTMENTAL REQUISITION BOOK: Such books should be issued to each department in catering establishment which finds it  neces​sary to draw goods from the store.

	DEPARTMENTAL REQUISITION BOOK

DATE:

	DISCRIPTION
	QUANTITY
	UNIT PRICE
	ISSUED IF DIFFERENT
	QTY UNIT




4) ORDER BOOK: This is in duplicate and has to be filled in by the storekeeper every time he wishes to have goods delivered. When ever goods are ordered an order sheet has to be filled in and sent to the supplier. On receipts  they  must  be  checked against  the  delivery challan/note and duplicate  of  the  order sheet.

5)  STOCK SHEET/PHYSICAL INVENTORY: Stock must be taken at regular intervals of a week or month. Spot checks are advisable once in three months. The details followed on the stock sheet are as follows:-

1 Description of goods

2 Quantity received issued and balance

3 Price per unit 

4 Cash columns

6) COMMERCIAL DOCUMENTS: The essential part of a control system of any catering  establishment are  delivery  notes,  invoices, credit notes and statements.

a)  Delivery notes: Are sent with the goods supplied as a means that everything ordered has been delivered. The delivery note should also be checked against the duplicate order sheet.

b)  They are bills sent to clients setting out the cost of goods supplied.  An invoice must be sent on the day the goods are dispatched or the services are rendered or as soon as possible.  At least one copy of each invoice is made and used for posting up the books of account, stock records and so on.

Invoices contain the following information:

1. The name, address, telephone No etc.

2. Name and address of whom the goods are supplied.

3. The word- INVOICE.

4. The date on which the goods or services were supplied with the price.

5. Terms of settlement(e.g. term 5% one month) which indicates  a discount of 5% if the bill is settled  within  a month.


Credit notes are advices to clients, setting out allow​ances made for goods returned or adjustments made through errors of overcharging on invoices.  They should also be issued when crates, boxes or containers are returned. Credit notes are exactly the same form as invoices except that the word "Credit note" appears in place of the ward/invoice. To make them more easily distinguishable they are usually printed in red, whereas Invoices are always printed in black.

ISSUE CONTROL AND INVENTORY MANAGEMENT


Inventory is defined as a usable but idle resource.  If the resource is some physical and tangible object  such as materials then it is termed as stock.  Inventory management deals with maintaining for a given financial investment an adequate supply of something to meet an expected demand pattern.  This could be raw materials, work in progress or finished products.


An effective inventory system helps in the following ways.

1. Aids in financial accounts

2. Aiding in daily control procedures

3. Helps to determine the quality to order and time or ordering.

Inventory Turnover:
One important function of keeping accurate inventory records is to allow managers to assess how much money is being invested in non-productive inventory.  The value of goods in inventory is typically calculated on a monthly basis to provide information for financial accounting systems.  Non productive inventory refers to products in storage that are not issued to production areas during the time period (usually monthly) covered by financial records.  In order to determine how much money is tied up in non-productive inventory, managers measure the inventory turnover rate.  The inventory turnover is converted or turned into revenue.  In financial terms it measures the rate at which inventory is turned into food or beverage costs to generate food or beverage income.

Eg:

Physical Inventory systems:  This is used to periodically assess the value of food and beverage products in inventory.  This is done at least monthly to develop information needed for the balance sheet and income statement.  Inventory value is counted as a current asset and inventory values, both at the beginning and end of the financial period are a factor in assessing food and beverage costs.


A Physical inventory indicates only how much of each product is in inventory and the actual value of all stored products.  The disadvantage is it does not indicate how much of each product is desirable.

Physical inventory form:


Perpetual inventory System:
A perpetual inventory system keeps running balance of the quantity of food and beverage products in inventory.  IT operates like a bank checking account.  When more food and beverages are put in the storage area the balance is increased.  As the products are issued the balance decreases.  At any time then the number of products that should be currently available is known.

Perpetual inventory form:

Stock taking of Food:

The main objectives of taking stock are

a. To determine the value of goods held in stock.  This will indicate it too much or too little food is held in stock and if the total value of stock held is in accordance with the financial policy of the establishment.

b. To compare the value of goods actually in the stores at a particular time with the book value of the stock which will have been calculated with the simple formulae of:

c. To list slow moving items.

d. To compare usage with sales to assess food percentage.

e. As a deterrent against loss and pilferage.

f. To determine the rate of stock turnover for different groups of foods.

Factors affecting order quantities

1. Popularity of item on the menu.
2. Product cost concerns
3. Available space for storage
4. Maintaining safety level.
5. Suppliers minimum specifications on
1. Package

2. Value

Purchasing of Perishables follow the guideline

Quantity needed – Quantity available= Quantity to be ordered.


Purchasing of non perishables are guided by Pareto’s law which says that in any large numbers there are a significant few and insignificant many in an 80-20 proportion.  ie 20% of the list items constitute the majority of purchases by value.

The maximum/minimum ordering system

Definition: Usage rate: The usage rate is the number of purchase units used per order period.

Lead-time quantity:
This is the number of purchase units withdrawn from inventory between the time the order is placed and when it is delivered.

Order point:  The order point is the number of purchase units at which an order is placed.

Purchase units at order point = Purchase units in lead time + Purchase units in safety level.

Example:

Purchase units

case

Usage rate
=
2 cases/day

Order period

30 days

Monthly usage
=
2x30        = 60 cases

Safety level

3 day       =6 cases (3x2)

Lead time

4 days

Lead time
usage = 4x2        = 8cases

Order point: lead time + safety level 



          = 14 cases = 8+6

Maximum level         = user rate + safety level




66 cases = 60 +6

Methods of valuing inventory

1. First in first out:  Products in storage are valued at the level of most recent purchases.

2. Actual cost: This method considers the actual cost paid for the products.

3. Weighted average:  Based on the quantity of products in storage at each price.

STANDARD RECIPES
A standard recipe is a written schedule for producing a particular menu item, specifying the name and quantity of the item to be produced, the constituent ingredients necessary for its production, and the method of preparation.  This is the basic information contained in a standard recipe although it may also contain such information as the costing of the dish, its nutritional value etc.  Detailed recipe cards are usually kept in the Food and Beverage control department for cost and price updating, only the basic information needing to be updated and included on those cards that are displayed in the production area – often with a photograph of the end product.

The use of standard recipes by an establishment has a number of advantages:

a. Accurate food costing can be made for particular dishes and from this the cost per portion of the dish may be calculated.  It is necessary to have the food cost of the dish for the purpose of pricing it for sale to the customer, in order to make the required gross profit.  For some items it is not possible to make a gross profit, of for example 65%, where as for other items the gross profit may be higher; by having this type of information the food and beverage department is able to balance the menu prices so that over all the over all necessary gross profit is obtained from the menu.

b. In certain institutional establishments such as hospitals it is important to know the nutritional requirements and the value of the dishes being given to the patients.  By itemizing the individual ingredients for a particular dish the nutritional value is easily calculated.

c. They are an aid to purchasing and internal requisitioning.  By taking into account the following day’s production forecast requirements the Head Chef is able to use the standard, recipes to calculate the quantities of food stuffs he will require the following day.  In some catering establishment, the Head Storeman may have a copy of the standard recipes and when the next day’s requirements are sent to him, he is responsible for calculating the quantity of food stuffs that need to be sent to the kitchen.

d. Standard recipes are particularly useful in he preparation of items in the kitchen, both as an reminder to the present staff of the preparation procedure and also as an aid to the training of new employees.  More importantly the use of standard recipes in the production areas will ensure that the customer will receive a standardized product always.


e. Standard recipes are an aid to menu planning.  New additions to the menu, for example, may be accurately costed and balanced with the other items on the menu, not only in terms of price, but also in appearance, flavour, colour, etc.

f. They may also be used as a basis for compiling standard portion sizes which if used in conjunction with standard recipes and standard yields will together form the basis of a very effective production control system.

RECIPE FILES:

A number of management tools may assist the forecasting and planning of the establishment’s food and its production requirements – like cyclic menus, sales histories, standard yields, standard recipes.  Recipe files should be maintained by the management containing the type of information that has been described.  These are maintained in two ways.

1.  Manually               2.  By the help of a computer.

A specimen standard Recipe form is given ;

AN EXAMPLE OF A STANDARD RECIPE

	POINTER HOTELS

RECIPE: CARBONADE OF BEEF                                 STD RECIPE

                                                                                           NUMBER  : 321

QUANTITY:  20 PORTIONS                                  Portion Size: 112 gms.



	Unit
	Ingredients
	Date
	Date
	Date

	
	
	Price / Unit
	Amount
	Price / Unit
	Amount
	Price / Unit
	Amount

	1 ¼ Kg
	Topside of beef
	1.50 / Kg
	1.88
	
	
	
	

	2 ½ lt
	Brown stock
	0.05/ Lt
	0.13
	
	
	
	

	125 gm
	Meat dripping
	0.50/ Kg
	0.06
	
	
	
	

	½ Kg
	Caster Sugar
	0.20 /Kg
	0.10
	
	
	
	

	1 Kg
	Sliced onions
	0.40/ Kg
	0.40
	
	
	
	

	1 lt
	Beer
	0.60/ Lt
	0.60
	
	
	
	

	125 gm
	Flour
	0.25 /Kg
	0.03
	
	
	
	

	
	TOTAL COST
	$
	3.20
	
	
	
	

	
	COST PER PORTION
	$
	0.16
	
	
	
	

	PREPARATION AND SERVICE:

1. Cut meat into thin slices

2. Season with salt and pepper and pass through flour

3. Quickly colour on both sides in hot fat and place in a casserole.’

4. Fry onion to a light golden brown colour.

5. Add to the meat

6. Add the beer and sugar and brown stock to just cover the meat

7. ‘Cover with a tight fitting lid and cook in oven at 175 Degree Centigrade till meat is done.  Approx. 2 hours.

8. Skim and correct seasoning.

9. Serve in a casserole.


     STANDARD PORTION CONTROL

Introduction:  Portion control is a “Fortune Control” in catering business.  In these days of competition and scarcity, every application of science and art in buying, preparing and selling food can only enable the caterer to serve high quality food and still maintain a reasonable margin of profit.  The trading account can show a high percentage of food cost where the management is not aware of what they are doing.

By portion control, it does not mean that the customers should be given smaller portions for a higher selling price.  It only means giving a definite quantity of good food for a definite price, to ensure making a definite margin of profit for the time, energy and money you have invested.  If the portions are too generous, the caterer will find it difficult to get a reasonable margin of profit.  So also if the portions are too small for the money that is paid, the customer fails; he will soon start patronizing you competitor thereby.  The partitions should be large enough to satisfy your customers hunger and be priced so as to suit his spending power.  He will be satisfied with a three ounces portion of fish in glorified surroundings; a hard worker will only be satisfied with an eight ounce portion.  He does not care about self service, table cloth etc.  Judge your customers carefully and fix up standard portions with standard prices.

Importance:  ‘Portion Control’ plays an important role in the catering industry.  The following points are the objects of portion control;

1. It aids in pricing the dishes

2. It helps to calculate the profit of the prepared dish

3. It helps for convenient serving as swell as eating.

4. an equally portioned food is far appealing than an unportioned food.

5. Equally portioned foods are easy for the Customers to eat and are attractive.


The first sphere in which to start portion control is BUYING in adherence to standards.  He must know the type of food stuffs available and put down standard yields.

The following steps are essential to have a good ‘Portion Controlling System’:

1. Buy food stuffs carefully according to standard purchase specifications.

2. Check it carefully.

3. Issue it methodically and with care.

4. Issue besides instructions on what you expect in return.

5. Check the returns.

6. If it does not add up to what you expect, investigate the reason at once.

Eg., Grape Juice – 4 oz

        5 Portions to size to can.

QUANTITIES AND PORTIONS

1. Hors D’oeuvres:  If 6 or 8 varieties are served as in the Hors D’oeuvres varies course, 1 oz. (one ounce) of each should be served.


Juices or Cocktails are to be served in juice glasses 4 oz. per each portion.

2. Soup:  Consomme 7 oz. 23 portions to gallon –cream soups – 3 portions per 1 pint (roughly 6 oz. per each)or 5 portions to a quart.  Use always the right capacity ladles.  See it is not used by all and sundry in the kitchen for a hundred and one other uses.

3. Fish:   a.   As a fish course 4 ozs. row per each portion

b. As a main course 6 oz. row per each portion.

c. Crab or lobster – 2 portions per each pound. 



(i.e., 220 gms, per each approximately)

      4.  Meats:a.   Raw 2- 3 portions to a pound (lb)

                      b.   Cooked – 5 portions to a pound(lb)

              (i) Pies and Stews:  Best to make and serve in individual dishes whenever possible.

E.g., Casserols dishes, use of pie tins etc.

             (ii) Roasts:  Although different kinds, all bear a definite number of portions in relation to the composition, content (or weight), and method of cooking.  Charts should show the portion reasonably expected from different types of joints.  So also a good ‘Carver’ with a sharp knife is an asset.

Chicken or Turkey:  8 oz per each portion Raw.

Sauces and Gravies:  One ounce thin gravy is sufficient for a straight roast.  For stuffed joints of pork, 2 ounces of thick gravy is required.  Sauces like onion, apple, mint sauce etc, give 8 to 12 portions to a pint.

Note:  always when filleting, pre-determine the portions for predetermined prices.

Potatoes:  Potatoes when whole are controlled by size and number or 3 portions to a pound.  Whipped or creamed potatoes are best controlled by ice cream scoops.

Fried Potatoes:  By shovallised scoops made specially for this purpose.

5.  Vegetables:  Slotted spoons are used for Peas, beans and other vegetables.

         (i) Green Vegetables :  - 3 portions to a pound (raw)

       (ii)  Root Vegetables  :  - 4 portions to a pound (cooked)

   (iii)  Root Vegetables new:  Like baby carrots, spring onions, spring turnips etc., serve 6 portions per pound.

6.  Sweets:  Make in standard sized moulds.

                Custard sauce:  6 – 8 portions per pint.

Milk Puddings and Farinaceous dishes – 2 ozs of raw rice per one pint of milk and 1 oz of raw rice per each portion.

Ice Cream:Ice cream scoops – 12 scoops per gallon.`

7.  Cheese, Butter, Biscuits:  Use cheese cutters (only for cheese).  Cheese is best portioned in advance for correct portion control and to avoid cuts which causes crumbling and waste.  Camembert type cheeses are easy to control.

Biscuits:  Always buy correct type and shape.  Large cram crackers, small salt biscuits etc should be bought depending on the right count per pound at the right price.

Butter:  Controlled by Butter Pat measure.

             64 Pats per pound or ¼ oz per each portion.

8.  Desserts:  (i) Fruits:  Apples, pears, Plums, Goose berries, Rhubari, Peaches, et., - 4 ozs per each portion with one or two table spoons of the jice (in the can).

  (ii) Fruit Salads:  Standard sized ladles; 6 oz or 1/3 pint per portion.

(iii) Soft Fruits:  Like red currents or strawberries etc serve 2 ozs per each portion.

9.  Coffee or Tea: Workout standards – Right type of cups, spoons, saucers etc.

Size of Plates:  The size of plates has a particular bearing on the size of the portions than many caterers realize.  A moderate sized portion will look skimpy (little) and lost on a large dinner plate and the waiter often persuades the server to increase the portion in order to increase the tip.  So also the customer may feel that he is robbed.  It maybe a sound policy to give a person asking for a second helping free rather than give the other 99 people at too generous helpings.  To prevent these small complaints, it is your business – “THINK WELL, ACT WELL AND ALL WILL BE WELL”.

ABC HOTELS LTD

YIELD TEST SUMMARY REPORT / SHEET

	ITEM :  SMOKED SALMON

PURCHASE SPECIFICATION No: 

TOTAL RAW WEIGHT AS PURCHASED……….. gms to ……… gms

COST PER KG: ………………….



	PREPARATION AND COOKING DETAILS
	WEIGHT
	COST PER SERVABLE
	COST FACTOR

	
	TOTAL
	% OF ORIGINAL WEIGHT
	
	

	AS PURCHASED WEIGHT

LESS INITIAL TRIMMING
LESS UNSERIVABLE

      WEIGHT AND SKINS

      CARVING AND BONE LOSS

      BUTCHERY LOSS
LESS COOKING LOSS
SERVABLE WEIGHT
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


 RATIO OF SERVABLE WEIGHT TO ORIGINAL WEIGHT







SERVABLE WEIGHT

= --------------------------------------

    

ORIGINAL WEIGHT

 COST PER SERVABLE KG           AS PURCHASED PRICE PER KG

= -----------------------------------------------

    
 
OF ORIGINAL WEIGHT

 COST FACTOR 


        COST PER KG SERVABLE KG

= ----------------------------------------------------

    
       AS PURCHASED PRICE PER KG

 PORTION COST (AT ………… PORTION SIZE)






      COST PER SERVABLE KG

= ------------------------------------------------------------

    
NO OF PORTIONS PER SERVABLE KG

BUTCHER’S TEST CARD

Full Sheep Carcass

GRADE: ………….

DATE: ……………..

Nos.  : One


WEIGHT 8kgs 800 gms


COST
:  Rs.165.15

at Rs.18.76 / KG

PURVEYOR………..

	1
	2
	3
	4
	5
	6
	7

	Break

Down
	Weight Kgs
	Mkt value per Kg
	Total Value
	Cost of each
	Portion size
	Cost Factor

	
	
	
	
	Kg
	Gm
	Size
	Cost
	Per Kg
	Pr port.

	
	Kgs
	Rs.    Ps
	Rs.   Ps
	Rs.  Ps
	Rs.  Ps
	Rs. Ps
	Rs. Ps
	Rs. Ps
	Rs.   Ps

	Chops

Boneless

Curry cut

Kheema

Kidneys

Neck

Fat /trim

bones


	0.500

1.800

1.850

1.400

0.100

0.600

1.200

1.350
	25.00

30.00

25.00

25.00

2.70

20.00

no value

no value
	12.50

54.00

46.25

35.00

5.40

12.00

-

-
	25.00
	0.025
	250
	6.25
	1.33
	0.333



	
	
	
	
	
	
	
	
	
	


Portion size – 250 gms






Computed Cost RTC

Cost Factor (Per Kg)  
= ------------------------------------= 25/18.76  = 1.33




            
As purchased Price






Computed Cost Per 250 gms (RTC)

Cost Factor Per Portion
=-------------------------------------------------







As purchased Price per Kg

ABC HOTELS LTD

BUTCHERING AND COOKING TEST REPORT FOR COOKED ITEMS

	Name of Item: ……………….                                              Grade A

No. of pieces …………………                                             Dealer :……………

Price………………………….                                              Date of Test: ………

Total weight …………………



	Item
	Weight
	Ratio%
	Cost

	
	
	
	Per Kg 

Rs
	Total

Rs.
	Gms

(100) Rs.

	RAW YIELD

       INITIAL RAW YIELD

       LESS BONES, FAT, TRIM

       SALEABLE RAW WEIGHT

BREAKDOWN
	
	
	
	
	

	TOTAL
	
	
	
	
	

	COOKED YIELD

	SALEABLE RAW WEIGHT

SHRINKAGE

SALEABLE COOKED WEIGHT

BREAKDOWN

TRIMMED GAMMON

SKIN AND FAT
	
	
	
	
	

	TOTAL
	
	
	
	
	

	RAW OR COOKED PROTION COST AND PORTION COST FACTOR

	NAME OF DISH
	PORTION SIZE CRTC
	NO. OF PORTIONS
	COST PER PORTION
	TOTAL COST RS.
	COST FACTOR

	
	
	
	
	
	

	TOTAL
	
	
	
	
	

	




Production actually comprises three control points:-

          * preparing               * cooking *  holding.

Personnel assigned to these areas are responsible for the whole​someness, goodness, and attractiveness of the foods and beverages that will be presented to the guests. Even though the cost, quali​ty and control of foods and beverages when they arrive at produc​tion centers may be expertly managed all gains will be lost if there  are  no control procedures to guide management  and  staff through production and serving.

Every food and beverage operation needs to develop certain  con​trol procedures to have a proper control during food preparation. 

Cost of food consumed mainly depends on.,  

· Number of meals consumed.

· Cost per meal.

In order to control food cost one has to control.,

· the number to be catered for by means of volume forecasting 

· Control food cost per meal by using standard recipes,  stand​ard portion sizes, standard yield etc.

Volume forecasting: Quantities of products required for expected production activities during the upcoming week need to be esti​mated.  These projections are based on sales history records.  A careful analysis of previous sales can help control production quantities and reduce leftovers. Seasons, weather, special events within the community and similar factors also affect production estimates.

Standard Recipes: A standard recipe is a formula for producing a food or beverage item. It provides a summary of ingredients, the required quantity of each, specific preparation procedures, por​tion size and portioning equipment, garnish, and any other information necessary to prepare the item.       

The  primary  advantage of following a standard  recipe  is  that regardless  of who prepares the item, when it is prepared  or  to whom  it is served the product will always look, cost  and  taste the same. Some of the other advantages are:
Predictable yields.

· Less supervision is required.

· Food production scheduling is easier.

· Standard recipes yield standard portion sizes.

Standard Yield: The term yield means the net weight or volume of a food item after it has been processed and made ready for  sale to  the guest. The difference between the raw or "as purchased weight” and the prepared or " edible portion weight " is  termed as production "loss ".

Standard yields are those that result when an item is produced  according  to established standard  production  procedures outlined in the standard recipe.

Standard Portion  Size: Each food and beverage  standard  recipe indicates  a standard portion size. This will ensure consistency in operations. Since a given menu item or drink will be the same size  each   time it is portioned no guest will get a  larger  or smaller portion or a stronger or weaker drink. The benefit is two fold portion costs for the same food and beverage items will be consistent and the guest will receive the same value.

Standard Portion Cost: This is the cost of preparing and serving one portion  of  food or drink item according  to  the  standard recipe.

These are some of the ways in which control can be exercised during preparation.

RESTAURANT CONTROL SHEET / SALES SUMMARY SHEET

DATE:

	TABLE
	BILL NO.
	NO. OF COVERS
	TOTAL
	CASH SALES
	CREDIT SALES
	LEDGER FOLIO

	
	
	
	
	Food
	Bev.
	Tobacco
	Sundries
	F
	B
	T
	S
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	













CASHIER:

SCATTER SHEET

DATE:

	Sl No
	BILL / CHEQUE NO.
	BOT / KOT NO.
	BILL AMOUNT
	REMARKS

	
	
	
	CASH
	CREDIT
	TAX
	

	
	
	
	
	
	
	(Missing bills)

	
	
	
	
	
	
	(Under charge)

	
	
	
	
	
	
	(Over charge)

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


F & B CONTROLLER…….
SUBJECT CODE 647.95068


PAI; JANUARY 2009


No:  F 01 (05)


BHMCT II YR











SUBJECT CODE 647.95068


PAI; JANUARY 2009


No:  F 02 (06)


BHMCT II YR











 647.95068


PAI:JAN  2009


No:  F 03(07)


BHM II YR











Clearly indicate product use (such as olive garnish for beverage, hamburger patty to grill-fry for sandwich, etc.)





Provide general quality information about desired product.  For example, “Iceberg lettuce: heads to be green and firm without spoilage, excessive dirt, or damage.  No more than 10 outer leaves.  Packed 24 heads per case”





Test procedures can occur at the time the product is received and as/after the product is prepared / used.  For example, products that should be at a refrigerated temperature upon delivery can be tested with a thermometer.  Portion-cut meat patties can be randomly weighed.  Lettuce packed 24 heads per case can be counted





Any additional information needed to clearly indicate quality expectations can be included here.  Examples include bidding procedures, if applicable, labeling and/or packaging requirements, and special delivery and service requirements. 





SUBJECT CODE 647.95068


PAI; JANUARY 2009


No:  F 04 (03)


BHMCT II YR











SUBJECT CODE 647.95068


PAI; JANUARY 2009


No:  F 05 (04)


BHMCT II YR











SUBJECT CODE 647.95068


PAI; JANUARY 2009


No:  F 06 (04)


BHMCT II YR











SUBJECT CODE 647.95068


PAI; JANUARY 2009


No:  F  7.1 (02)


BHMCT II YR











SUBJECT CODE 647.95068


PAI; JANUARY 2009


No:  F  7.2 (04)


BHMCT II YR















