
식품관리계획 견본으로 
식품관리 계획서 
(Food Control Plan) 
시작하기
다음에 해당되는 경우 식품관리계획서를 사용해야 한다 

• 식당, 카페, 테이크아웃 전문점, 출장 연회서비스, 또는 병원 식당

• 정육점, 생선가게, 조제 식품점과 슈퍼마켓을 포함한 음식의 조리
또는 제조 판매하는 식품소매점

Korean translation
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Testing not for distribution

식품관리계획이란 무엇인가? 
위험도가 높은 요식업체들은 식품안전을 위하여 서면 계획을 사용할 필요가 있다. 
이것을 식품관리계획이라 부른다. 계획은 일상 속에서 식품 안전을 도모하고 그것을 
서면 기록할 수 있도록 돕는다.

Ministry for Primary Industries (MPI) 는 당신이 계획을 쉽게 창안할 수 있도록 
견본을 제작해왔다. 견본은 MPI 홈페이지에서 참고할 수 있다. 

왜 견본은 길게 느껴지나? 
식품 관리 계획서의 견본은 다양한 사업체들에 맞도록 제작됐다. 즉, 지금 운영하는, 
또는 운영계획에 있는 사업에 관련이 있는 부분만 선택하여 사용할 수 있도록 
제작되어있다.

견본은 다음을 포함한다: 

•	 법을 준수하기 위해 필요한 식품 안전표준에 대한 정보 

•	 식품 안전 표준을 지키기 위한 조언 

•	 견본을 조정 밑 기록함으로써 당신이 하는 일들이 올바른지 구분

어떻게 시작하는가?  
견본은 MPI웹사이트 www.mpi.govt.nz/foodact 에서 찾을 수 있으며,
다운로드가 안 될 경우, MPI나  지역 시청에 연락해 보라. 

다양한 견본 중 당신이 필요로 하는 것이 어떤 것인지 확인해 보라. 

핵심 정리
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절차의 개요

적합한 견본 찾기 당신에게 해당되는 페이지 
선택하기

당신만의 계획 수립 계획을 이용하기
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MPI 웹사이트 접속1

적합한 견본 찾기
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식품 소매업인지 요식업인지 구분하기 

요식업은 다음을 포함한다:

C a f e

식품소매업은 다음을 포함한다:

정육점, 빵집, 생선가게, 슈퍼마켓이나 식품 조제업체

식당, 카페, 출장서비스, 음식트럭, 학교, 병원이나  요양원 

위 분야의 거의 모든 사업체는 식품관리 계획서에 포함된 견본을 사용할 수 
있다. 그러나 만일 주어진 견본으로 포함되지 않는 과정들이 있거나 다른 
방법 업을 원한다면 계획서를 직접 제작하여 MPI에 승인을 받아야 한다. 

2

Del i

Open

적합한 견본 찾기
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올바른 견본 선택과 다운로드

기초 팩 (Basics Pack) 일지 (Diary)

안전제공 (Serve safe)소매기초 (Retail Basics)

빵집 (Bakery)

생선가게 (Fishmonger)

정육점 (Butcher) 

조제식품점 (Deli)

이 과정이 해당될 경우 전문적인 
범주 선택 

요식업 (Food Service)식품소매업 (Food retailer)

만일 한 가지 이상의 범주에 
해당할 경우, 그 이상의 해당하는 
부분이나 페이지를 선택할 수 
있다.

예). 생선 가게에서 날생선 밑 
조리하여 즉석식품으로 판매할 
경우, 식품 소매업과 요식업에 
포함이 됨으로 견본을 자세히 
검토하여 선택하여야 한다. 

3

누구에게나 필요한 
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Ministry for Primary Industries Food Control Plan – Dec 2015     INTRO 1.1 page 3

Contents
1.0

Basics Pack– For all food businesses 
Introduction

Element Needed? 
Yes    No MPI Issue

1.1 Contents     Dec 2015

1.2 Amendment record     Dec 2015

1.3 Getting started     Dec 2015

1.4 How to use the plan     Dec 2015

1.5 How to use the diary     Dec 2015

1.6 Getting started checklist     Dec 2015

1.7
Summary of requirements for a food control plan 
applied to this template     Dec 2015

2.0 Management
2.1 Business management details     Dec 2015

2.2 Physical boundaries and layout     Dec 2015

2.3 Documents, records and reporting     Dec 2015

2.4 Design, location and use of food places     Dec 2015

2.5 Facilities, equipment and essential services     Dec 2015

2.6 Training, supervision, competence     Dec 2015

2.7 Managing Listeria     Dec 2015

2.8 Managing Listeria in the care sector     Dec 2015
3.0 Places Basic
3.1 Preventing cross contamination     Dec 2015

3.2 Using shared places for commercial food     Dec 2015

3.3 Water supply     Dec 2015

3.4 Roof water supply     Dec 2015

3.5 Surface water or ground water supply     Dec 2015

3.6 Cleaning     Dec 2015

3.7 Designing a cleaning schedule     Dec 2015

3.8 Cleaning schedule     Dec 2015

3.9 Waste management     Dec 2015

3.10 Pest and animal control     Dec 2015

3.11 Maintenance     Dec 2015

3.12 Designing a maintenance schedule     Dec 2015

3.13 Maintenance schedule     Dec 2015
4.0 People Basics
4.1 Sickness     Dec 2015

4.2 Exclusion of infected persons     Dec 2015

4.3 Hand hygiene     Dec 2015

4.4 Personal hygiene     Dec 2015
5.0 Food Basics
5.1 Potentially hazardous food     Dec 2015

5.2 Checking temperatures     Dec 2015

5.3 Purchasing and receiving goods     Dec 2015

5.4 Perishable and shelf-stable food storage     Dec 2015

5.5 Chilled and frozen food storage     Dec 2015

5.6 Fruit and vegetables     Dec 2015

5.7 Food stalls, food promotions & tastings     Dec 2015

5.8 Food vending machines     Dec 2015

5.9 Making and selling ice     Dec 2015

5.10 Customers reheating food     Dec 2015

5.11 Food allergens     Dec 2015

5.12 Food composition     Dec 2015

5.13
Equipment, packaging and other items in contact with 
food     Dec 2015

5.14 Food labelling     Dec 2015

5.15 Transporting food     Dec 2015

해당페이지 선택

예시: 내용 (Basics Pack)

해당 항목 체크1

당신의 계획서에 체크한 항목들 넣기 2
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Ministry for Primary Industries

Management

Food Control Plan – Dec 2015     MGMT 2.1 page 1

Business management details 

Business details

Legal name

Trading name

Legal status

[tick as appropriate]

 sole trader  partnership  limited liability company

 other [specify]:  

Type of business

[tick as appropriate]

 single outlet  managed branch of company  franchise

 other [specify]:  

Activity

[tick as appropriate]

Food Service:  dine in     takeaway    on-site catering     off-site catering    

 other [specify]:  

Food Retail:     butcher   delicatessen  bakery  fishmonger    fresh produce     grocery 

  transport/delivery  

 supply other businesses   transport/logistics   other (specify): 

  mobile food service or retail

Postal address

Telephone

Fax

Email

 
Location(s)

Street address (1) 
(premises where food business 
operates)

Water supply
Additional sites [continue on a separate sheet if needed and attach]

List below any other premises that are used in connection with the food business (e.g. premises used for storage or pre-
preparation of food). These activities and sites will also be covered by this FCP. If water is used for food purposes, identify the 
source of the water supply. 

Street address (2)

Activities/water supply source

Street address (3)

Activities/water supply source

Street address (4)

Activities/water supply 

계획수립

Barney’s Restaurant

Barney’s Restaurant

123A Grove Road, Suburbia, Wellington 

04 123 4567

barneysrestaurant@hotmail.com

32 Bay Road, Suburbia, Wellington 1234

City council

예시: 사업 경영 견본 (Basics Pack)

 당신의 사업체의 세부사항 기록하기1
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Ministry for Primary Industries

Management

Food Control Plan – Dec 2015     MGMT 2.2 page 1

Physical boundaries and layout 
Using the grid below draw a diagram showing the physical boundaries, the layout of the place where you operate your business, and 
the types of activity carried out there. You must also show the location of any other activities within the physical boundaries that 
are not activities of your food business. You do not need to show activities that happen outside the physical boundaries unless the 
activities on neighbouring properties pose a rick to the safely and suitability of food. Use the box below the grid to describe what 
these activities are. 

If you operate from more than one place you can copy this page to provide the information about each location.  
Your FCP must include details of how you keep food safe and suitable if the other activities could affect the safety and suitability of 
your food. This is included in Using shared places for commercial food.  

Business name

Site address

A description of the activities that are not activities of this business:

1

2

3

4

5

6

7

8

9

10

11

12

13
14

15

16

17 18 1920

21

22 23

29

28

2726

25

24

30

31

33

32

30

30
30

34

예시: 배치도 견본 (Basics Pack)

Ministry for Primary Industries

Management

Food Control Plan – Dec 2015     MGMT 2.2 page 1

Physical boundaries and layout 
Using the grid below draw a diagram showing the physical boundaries, the layout of the place where you operate your business, and 
the types of activity carried out there. You must also show the location of any other activities within the physical boundaries that 
are not activities of your food business. You do not need to show activities that happen outside the physical boundaries unless the 
activities on neighbouring properties pose a rick to the safely and suitability of food. Use the box below the grid to describe what 
these activities are. 

If you operate from more than one place you can copy this page to provide the information about each location.  
Your FCP must include details of how you keep food safe and suitable if the other activities could affect the safety and suitability of 
your food. This is included in Using shared places for commercial food.  

Business name

Site address

A description of the activities that are not activities of this business:

Ministry for Primary Industries

Management

Food Control Plan – Dec 2015     MGMT 2.2 page 1

Physical boundaries and layout 
Using the grid below draw a diagram showing the physical boundaries, the layout of the place where you operate your business, and 
the types of activity carried out there. You must also show the location of any other activities within the physical boundaries that 
are not activities of your food business. You do not need to show activities that happen outside the physical boundaries unless the 
activities on neighbouring properties pose a rick to the safely and suitability of food. Use the box below the grid to describe what 
these activities are. 

If you operate from more than one place you can copy this page to provide the information about each location.  
Your FCP must include details of how you keep food safe and suitable if the other activities could affect the safety and suitability of 
your food. This is included in Using shared places for commercial food.  

Business name

Site address

A description of the activities that are not activities of this business:

Barney’s Restaurant

32 Bay Road, Suburbia, Wellington 1234

사업체의 배치도 그리기2
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예시: 청소 일정 견본 (Basics Pack)

기타 계획의 구성 3
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Ministry for Primary IndustriesPEOPLE 4.3 page 1      Food Control Plan – Dec 2015

Hand hygiene

 How this is done

Everyone (including contractors) must follow good hand 
hygiene practices by washing and drying their hands, as 
described in the steps below especially:
• when entering any area where unwrapped ready-to-eat food 

is handled;
• before touching unwrapped ready-to-eat foods;
• after touching raw food (meat, vegetables etc);
• before putting on gloves and after removing them;
• after coughing and sneezing;
• after using the toilet.

Hand washing

Step 1: Clean under each fingernail using warm running 
water, soap and a nail brush.

Step 2: Wash hands with warm running water and soap, 
rubbing vigorously (front, back and between fingers).

Step 3: Dry hands thoroughly (front, back and between 
fingers) by using: [tick option]

 single-use cloth (roller) towel 

Rub hands on two sections of towel.

 single-use paper towel

Rub hands on two paper towels.

 air blower

Rub hands whilst air blower operating.

Using gloves

Gloves must be changed between tasks (e.g. after handling 
uncooked food and before handling ready-to-eat foods etc).

When gloves are first used and whenever they are changed 
hands must be washed – see hand washing (above) 

Gloves are only worn for the following tasks:

 Goal  Why?

To prevent food and food contact surfaces from becoming 
contaminated by unclean hands through effective hand 
washing and drying.

Act requirements:
• All staff and visitors must follow appropriate personal 

hygiene routines to make sure that the safety and suitability 
of food is not compromised.

• Hand washing and drying is one of the best ways to prevent 
harmful microbes from getting onto food.

• Harmful microbes carried on hands (or gloves) can be 
passed onto food by either touching food directly or by 
touching other things that the food comes into contact with 
(e.g. benches, knives, chopping boards etc).

• Gloves are not a substitute for hand hygiene.

 How this is done

Hand jewellery and finger nails

To enable good hand hygiene, fingernails should be kept 
short. Hand jewellery should not be worn, if the food handler 
is working with unwrapped food.

 What if there is a problem?

When a staff member doesn’t follow correct hand hygiene 
discuss the issue straight away with the person to find out 
why.

You may need to:
• demonstrate the correct procedure to them;
• provide a hand washbasin at a more convenient location;
• change the type of hand cleaning materials;
• provide information, e.g. on a poster above the basin.

If there is not a supply of soap and hand towels, you must 
renew supply. Review restocking practice.

Write it down
You must write down in the Diary when 
employees are noticed not following good hand 
hygiene and what was done to correct them.

It can be hard to judge time, so it is 
recommended you develop a habit that will 
help you measure the required washing 
time (e.g. try singing twice through the 
“happy birthday” song).

Gloves do not protect food from cross-
contamination (e.g. passing microbes from 
raw food to cooked food). Gloves, just like 
hands, can transfer microbes from raw 
food, equipment, utensils and surfaces 
to ready-to-eat food. Change gloves 
frequently. Hands need to be washed when 
dirty gloves are removed and before clean 
gloves are put on.

Staff that do tasks that don’t involve 
unwrapped food may be able to keep 
hands clean by using other cleaning 
methods, such as hand wipes or gels. 
Hand sanitisers are not effective unless 
hands are cleaned first.

Places basics

계획의 응용

수행하고 있는 작업이 
정확한지에 대한 단계적 
정보 

예시: 손 위생 (Basics Pack) 
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Hand hygiene

 How this is done

Everyone (including contractors) must follow good hand 
hygiene practices by washing and drying their hands, as 
described in the steps below especially:
• when entering any area where unwrapped ready-to-eat food 

is handled;
• before touching unwrapped ready-to-eat foods;
• after touching raw food (meat, vegetables etc);
• before putting on gloves and after removing them;
• after coughing and sneezing;
• after using the toilet.

Hand washing

Step 1: Clean under each fingernail using warm running 
water, soap and a nail brush.

Step 2: Wash hands with warm running water and soap, 
rubbing vigorously (front, back and between fingers).

Step 3: Dry hands thoroughly (front, back and between 
fingers) by using: [tick option]

 single-use cloth (roller) towel 

Rub hands on two sections of towel.

 single-use paper towel

Rub hands on two paper towels.

 air blower

Rub hands whilst air blower operating.

Using gloves

Gloves must be changed between tasks (e.g. after handling 
uncooked food and before handling ready-to-eat foods etc).

When gloves are first used and whenever they are changed 
hands must be washed – see hand washing (above) 

Gloves are only worn for the following tasks:

 Goal  Why?

To prevent food and food contact surfaces from becoming 
contaminated by unclean hands through effective hand 
washing and drying.

Act requirements:
• All staff and visitors must follow appropriate personal 

hygiene routines to make sure that the safety and suitability 
of food is not compromised.

• Hand washing and drying is one of the best ways to prevent 
harmful microbes from getting onto food.

• Harmful microbes carried on hands (or gloves) can be 
passed onto food by either touching food directly or by 
touching other things that the food comes into contact with 
(e.g. benches, knives, chopping boards etc).

• Gloves are not a substitute for hand hygiene.

 How this is done

Hand jewellery and finger nails

To enable good hand hygiene, fingernails should be kept 
short. Hand jewellery should not be worn, if the food handler 
is working with unwrapped food.

 What if there is a problem?

When a staff member doesn’t follow correct hand hygiene 
discuss the issue straight away with the person to find out 
why.

You may need to:
• demonstrate the correct procedure to them;
• provide a hand washbasin at a more convenient location;
• change the type of hand cleaning materials;
• provide information, e.g. on a poster above the basin.

If there is not a supply of soap and hand towels, you must 
renew supply. Review restocking practice.

Write it down
You must write down in the Diary when 
employees are noticed not following good hand 
hygiene and what was done to correct them.

It can be hard to judge time, so it is 
recommended you develop a habit that will 
help you measure the required washing 
time (e.g. try singing twice through the 
“happy birthday” song).

Gloves do not protect food from cross-
contamination (e.g. passing microbes from 
raw food to cooked food). Gloves, just like 
hands, can transfer microbes from raw 
food, equipment, utensils and surfaces 
to ready-to-eat food. Change gloves 
frequently. Hands need to be washed when 
dirty gloves are removed and before clean 
gloves are put on.

Staff that do tasks that don’t involve 
unwrapped food may be able to keep 
hands clean by using other cleaning 
methods, such as hand wipes or gels. 
Hand sanitisers are not effective unless 
hands are cleaned first.

Places basics

해당 항목 체크 

언제, 어디서 절차를 
수행해야 하는지에 대한 
정보

작업 완료를 위한 또 다른 
방법 제안

절차가 적절하게 진행되고 있는지 점검하기1
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Ministry for Primary IndustriesPEOPLE 4.3 page 1      Food Control Plan – Dec 2015

Hand hygiene

 How this is done

Everyone (including contractors) must follow good hand 
hygiene practices by washing and drying their hands, as 
described in the steps below especially:
• when entering any area where unwrapped ready-to-eat food 

is handled;
• before touching unwrapped ready-to-eat foods;
• after touching raw food (meat, vegetables etc);
• before putting on gloves and after removing them;
• after coughing and sneezing;
• after using the toilet.

Hand washing

Step 1: Clean under each fingernail using warm running 
water, soap and a nail brush.

Step 2: Wash hands with warm running water and soap, 
rubbing vigorously (front, back and between fingers).

Step 3: Dry hands thoroughly (front, back and between 
fingers) by using: [tick option]

 single-use cloth (roller) towel 

Rub hands on two sections of towel.

 single-use paper towel

Rub hands on two paper towels.

 air blower

Rub hands whilst air blower operating.

Using gloves

Gloves must be changed between tasks (e.g. after handling 
uncooked food and before handling ready-to-eat foods etc).

When gloves are first used and whenever they are changed 
hands must be washed – see hand washing (above) 

Gloves are only worn for the following tasks:

 Goal  Why?

To prevent food and food contact surfaces from becoming 
contaminated by unclean hands through effective hand 
washing and drying.

Act requirements:
• All staff and visitors must follow appropriate personal 

hygiene routines to make sure that the safety and suitability 
of food is not compromised.

• Hand washing and drying is one of the best ways to prevent 
harmful microbes from getting onto food.

• Harmful microbes carried on hands (or gloves) can be 
passed onto food by either touching food directly or by 
touching other things that the food comes into contact with 
(e.g. benches, knives, chopping boards etc).

• Gloves are not a substitute for hand hygiene.

 How this is done

Hand jewellery and finger nails

To enable good hand hygiene, fingernails should be kept 
short. Hand jewellery should not be worn, if the food handler 
is working with unwrapped food.

 What if there is a problem?

When a staff member doesn’t follow correct hand hygiene 
discuss the issue straight away with the person to find out 
why.

You may need to:
• demonstrate the correct procedure to them;
• provide a hand washbasin at a more convenient location;
• change the type of hand cleaning materials;
• provide information, e.g. on a poster above the basin.

If there is not a supply of soap and hand towels, you must 
renew supply. Review restocking practice.

Write it down
You must write down in the Diary when 
employees are noticed not following good hand 
hygiene and what was done to correct them.

It can be hard to judge time, so it is 
recommended you develop a habit that will 
help you measure the required washing 
time (e.g. try singing twice through the 
“happy birthday” song).

Gloves do not protect food from cross-
contamination (e.g. passing microbes from 
raw food to cooked food). Gloves, just like 
hands, can transfer microbes from raw 
food, equipment, utensils and surfaces 
to ready-to-eat food. Change gloves 
frequently. Hands need to be washed when 
dirty gloves are removed and before clean 
gloves are put on.

Staff that do tasks that don’t involve 
unwrapped food may be able to keep 
hands clean by using other cleaning 
methods, such as hand wipes or gels. 
Hand sanitisers are not effective unless 
hands are cleaned first.

Places basics

식품 안전 유지에 
관련된 유용한 팁과 
정보는 이러한 느낌표와 
전구 모양의 아이콘으로 
표시되어 있다. 

예시: 손 위생 (Basics Pack) 

견본에서 이 부분은 
언제 기록을 필요로 
하는지 보여준다. 
기록은 일지 또는 
선호하는 서식 방법으로 
진행되도록 한다.  

필요한 기록의 수행 2
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기록과 관련된 견본은 일지에 포함되어 있으며, 또한 견본 뒷편에 배치되어 있다.

다음 경우에 일지를 사용해야 한다: 

•	 잘못된 부분을 어떻게 정정했는지 기록 

•	 계획의 절차 준수 여부 확인

•	 조리, 보관, 진열상태의 음식 온도 기록 

기록부 사용

•	 계획서의 기록부는 기록을 용이하게 할 수 있는 예시이므로 당신의 기호대로 
바꾸어 사용할 수 있다. 

•	 2시간 고온유지 식품 온도기록에 대한 두 가지 예시는 14, 15 페이지를 참조하라 

왜 기록을 보관해야 하는가?

•	 규칙적인 점검을 함으로써 상황이 잘못되었을 경우 바로잡을 수 있다. 

•	 기록을 통하여 계획이 제대로 진행되고 있는지 검토할 수 있다

•	 기록은 감사관에게 제출되도록 한다.  

기록의 보관 3
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예시: 2시간 고온유지식품 온도기록 ( Basics Pack) 
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예시: 당신만의 기록 만들기 
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예시: 직원교육 기록 (Basics Pack) 
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예시: 질병 기록 ( Basics Pack) 
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Testing not for distribution 제품
•	 식품, 제품의 공급자, 수령 일자와 양을 기록한다. 이러한 기록은 

안전한 식품을 공급받고 문제가 생길 경우 그 요인을 추적할 수 
있으므로 중요하다

수립된 계획을 따름으로써 식품과 손님의 안전을 보호할 수 있다. 

당신이 준수해야 할 사항들은 다음과 같다: 

계획의 심화

사람들  
•	 직원들은 식품을 안전하고 올바르게 다룰 수 있어야 한다 . 

직원교육일지에 이 점을 기록한다

•	 직원들은 건강하고, 청결한 복장과 식품을 위생적으로 다루어야 
한다. 질병 기록지에 직원 질병을 기록한다.

장소 
•	 주변 환경을 청결히 하고 쓰레기와 해충을 멀리한다. 

•	 청소 일정지를 편성하여 정기적으로 청소한다. 일지를 참고하여 
청소가 일정대로 진행이 되는지 확인 및 기록한다.

•	 정기적으로 비품을 점검할 수 있도록 비품 관리 일정을 만든다. 
이러므로 비품 손실을 방지한다.
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진행 과정 
식품 온도는 매우 중요하다. 닭, 고기류 또는 유제품과 같은 유해가능 
식품은 다음과 같이 반드시 점검하여야 한다: 

•	 (계획에 명시된 대로) 적합한 온도에 보관. 

•	 적합한 온도로 익힘. 

•	 적절한 기간 안에 적합한 온도로 냉각. 

•	 적합한 온도 하에 수송. 

75˚C

문제점
모든 일이 항상 잘 진행되지는 않는다. 식품안전에 악영향을 줄 수 
있는 상황과 어떻게 고칠 수 있는지에 대한 여부를 기록한다. 예) 
쥐 배설물 발견 시, 또는 지역신문에서 식품 회수 (recall)에 관련된 
통지를 보았을시 어떠한 조치가 취해 젓는지에 대한 여부.

염려하지 말라 - 당신의 계획안에서 이런 경우들에 대한 해답을 찾을 
수 있다.
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다음 단계 

등록하기 

사업 상향에 맞게 계획을 짠 후, 지역 시청에 등록할 수 있다. 당신의 사업이 여
러 지역에서 운영될 경우 MPI에 등록할 수 있다.

확인/감사 

당신의 계획이 등록된 후, 식품안전 감사자가 방문하여 계획이 잘 이행되는지에 
대한 점검이 이루어 질 것이다.  

그들은 조정된 식품 관리 계획서를 검토하고, 직원들에게 질문 및 당신의 일지와 
기록들을 점검하며, 식품관리 계획이 사업 운영에 반영되는지 또한 점검할 것이
다. 적합한 공간에서 안전한 음식을 공급하여, 문제 없이 감사가 진행됐을시, 점
검 횟수가 줄어들을 수도 있다. 

그 외 기타정보

의문사항이 있다면,  MPI 또는 지역시청에 문의하라. 

Visit: www.mpi.govt.nz/foodact	

MPI: info@mpi.govt.nz	 0800 00 83 33

지역 시청을 찾는다면:  www.lgnz.co.nz


