
Manager Checklist for Suspected Food Borne Illness
*This Checklist must be completed and turned in with Reporting Form*
Be polite to caller – show concern and understanding, DO NOT argue with them, DO NOT admit fault or say anything else
· Fill out Suspected Food Borne Illness Reporting Form to include as much information as possible
· Turn report into corporate office within 24 hours either in person or by email [insert email address]
· Call or email [contact person]  to let them know what happened
· Log in Manager Log Book to include:
· Time of call
· Reprint ticket order from POS
[Further instructions may be given by the owner/manager]

Date of Incident: _________________

Manager on Duty:

________________________    ___________________________
Name				Signature
________________________    __________________
Title				Date
12/20/24

