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The Hazard Analysis Critical Control Point 
(HACCP) is a system of preventative accountability 
for biological, physical, or chemical hazards which 
could be introduced or increased at a given point 
during the processing of a food product (NACMCF, 
1998; Codex Alimentarius, 2003).  Food processors 
can have a scientifically sound and validated HACCP 
plan, but poor record keeping can nullify all the effort 
to establish the system.  Proper record keeping is an 
imperative part of the HACCP system for all food 
processors, regardless of whether the facility is 
federally regulated as with meat and poultry, fish, 
and juice, or whether the system is voluntary. 

Both the United States Department of 
Agriculture's Food Safety Inspection Service (FSIS) 
and the Food and Drug Administration (FDA) 
regulations state that records must be developed and 
maintained for the monitoring of each critical control 
point.  Depending on the regulatory agency, record 
keeping is either principle 6 or principle 7 of “the 
seven principles of HACCP."  These regulations can 
be found in the Code of Federal Regulations for meat 

and poultry (CFR, 1996), for fish and fishery 
products (CFR 21-123, 1997), and for juice (CFR, 
2001).

Complete and accurate HACCP records are 
beneficial to a processing plant operator because 
they:

1. Make it possible to trace ingredients, functions, 
or finished products should a problem occur 
along the process; 

2. Help identify trends in the production system; 

3. Serve as written documentation of your plant's 
compliance with the HACCP regulations; and 

4. Protect both your customers and you.

There are two primary kinds of records 
processors should account for when establishing their 
record keeping procedures: overall program records 
and daily records (Scott and Stevenson, 2006).  
Overall program records would include all records 
which validate your HACCP plan, including records 
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that support the rationale used to establish: critical 
control points, critical limits, monitoring procedures 
and frequencies, and corrective action procedures.  
These overall program records should also include 
documentation of all verification procedures and 
frequencies. Daily records include all records that 
your facility uses on a day-to-day basis such as 
monitoring or corrective action logs.

Specifically the records which need to be 
developed and retained are:

1. Copies of training certificates for all members 
of the HACCP team documenting that each member 
has been trained in the seven principles of HACCP by 
a certified instructor;

2. An original, approved, signed & dated 
HACCP plan for each product category a facility 
produces;

3. Descriptions and ingredient lists for all 
products which have active, approved HACCP 
plans;

4. A verified flow diagram;

5. All HACCP plan revisions, amendments, & 
(re)validations;

6. Documentation of training for all HACCP 
monitors, verifiers, etc;

7. Monitoring records of critical control points 
for each HACCP plan within the facility;

8. Deviation summaries:

• What happened

• What product was involved (identity lot, 
line information, date, etc)

• When & where did it happen

• Who recorded the deviation;

9. Corrective action summaries:

• What, when, where, who?

• Hold/trace records

• Disposition summaries

• Results of hazard evaluation (when 
needed);

10. Preventive actions developed & implemented 
in response to deviations for each HACCP plan; and

11. Record review documents for FSIS 
pre-shipment review.

All HACCP records must contain the title and 
date of the record, product identification, the 
signature or initials of the employee making the 
entry, a place for the reviewer's signature, and an 
orderly manner for entering the required data.  
Records must be made at the time of the activity 
showing the date and time the record was made.   
Actual values for the monitoring activity must be 
legible.  Some records can be initialed while others, 
such as a pre-shipment review, must be signed.   In 
either case, the person who developed the record must 
be identified. There can be no scratch-outs, 
white-outs, arrows or ditto marks.  If a mistake is 
made recording data, a single strike-out line should be 
made so the original entry is still legible and the 
correction must be initialed (Scott and Stevenson, 
2006).   

The record forms should be developed to protect 
the confidentiality of the company and the integrity 
of the record.  Additionally, electronic records are 
acceptable as long as their integrity is assured; 
records should be “trustworthy, reliable and 
generally equivalent to paper records and handwritten 
signatures executed on paper” (CFR 21-11, 1997).   
Hardware, software and attendant documentation 
maintained electronically must be readily available 
for, and subject to, agency inspection.

HACCP Records for meat and poultry must be 
kept for at least 1 year for slaughter or refrigerated 
product and at least 2 years for frozen, preserved, or 
shelf-stable products (CFR, 1996).  Juice is similar in 
that perishable or refrigerated juice records are to be 
kept for 1 year and records for frozen or shelf stable 
juice for two years (CFR, 2001; IDFA, 2006). In 
addition, the records must be kept on site for at least 6 
months; after that, they may be kept off-site as long 
as they can be provided to an inspector within 24 
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hours of an official request. Fish and fishery HACCP 
records may be transferred to some other reasonably 
accessible location at the end of the seasonal pack but 
shall be immediately returned for official review 
upon demand (CFR 21-123, 1997).

USDA requires a pre-shipment review of all 
documentation before products leave the production 
facility (CFR, 1996).  The review ensures all critical 
limits were met, and that the proper corrective actions 
were taken if a deviation occurred.  This review shall 
be conducted, dated, and signed by someone trained 
in HACCP principles and implementation who did 
not generate the initial records (Scott and Stevenson, 
2006). 

Regardless of agency, HACCP records must be 
accessible to regulatory personnel for review and, if 
needed, copying.  It is strongly suggested that 
inspectors be required to sign out the records they 
request.  HACCP plans and records are regarded as 
confidential documents and should not be distributed 
outside the company.
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