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Menu-change sign-off

Nothing new goes on sale until every line is done. If it is not on the sheet, it is not available.

Dish Type of change Requested by Go-live date
# Step Done by Date
1 Change proposed: what, why, from when
2 Supplier specifications checked for every new ingredient
3 Recipe allergen card written or updated, and signed
4 Allergen matrix updated (new version number and date), and any PPDS

label updated

5 Sign-off: a second person checks the card against the matrix row and the
label

6 Front of house and kitchen briefed (names below)

7 Old copies removed: folder, boards, website, delivery apps, old labels

8 On sale, only after steps1to 7
Team briefed

Name Role Signature Name Role Signature
Signed off by (manager) Date Matrix version now live
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