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Appendix 8: Template examples
The following templates are provided for information and can be adapted or combined 
to suit specific business needs. Blank templates are also available on our website and 
from jurisdictional food regulatory agencies. 

Examples of what you might record are provided in each template in this chapter.

Template Description

1 – Supplier details Used to record your suppliers’ details and the 
products they supply.

2 – Food receipt Used to record the condition of received goods.

3 – Cooking and cooling food Used to monitor the cooking and cooling times and 
temperatures.

4 – Temperature record sheet: 
e.g. for food display

Used to monitor the temperature of foods, for 
example, being displayed.

5 – Log for 2-hour/4-hour rule Used to monitor food temperatures while they are in 
the ‘danger zone’.

6 – Cleaning and sanitising 
procedure

Used to show what needs to be cleaned, the method, 
and who is responsible for cleaning and sanitising. 

7 – Cleaning and sanitising 
record

Used to record your cleaning schedule (2 weeks). It 
may be useful to adapt this template for daily, weekly, 
fortnightly and/or annual cleaning and sanitising 
schedules and checklists.

8 – General temperature 
record

Can be adapted for multiple activities to record food 
temperatures (reheating, cooking, transport). 
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Template 1 — Supplier Details
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Template 2 — Food receipt
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Template 3 — Cooking and cooling food
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Template 4 – Food temperature record sheet (multi use):  
e.g. for food display
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Template 5 — Log for 2-hour/4-hour rule
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Template 7 — Cleaning and sanitising record (2 weeks)
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Template 8 – General temperature record (multi-use)  
e.g. cooking, reheating, refrigeration
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