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Comment Writing 101

Food Protection & Facilities Branch

2024 Regional Meeting #1
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Objectives

• Observations & Comments
• What Would You Write
• Educational Visits
• Permit Actions



Observations
&

Comments
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Key Terms

• Corrected During Inspection (CDI)

• Repeat Violation (R)

• Verification Required (VR)

• In Compliance (IN)

• Out of Compliance (OUT)

• Not Observed (NO)

• Not Applicable (NA)
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Inspection Report

What is the purpose of the inspection report?

• Document observations and corrective actions
• Educate about food safety issues 
• Provide a record of food safety violations
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Observations & Comments

• Food Code citation

• Violation (observation)

• Summary of Rule

• Corrective action/follow-up

• Other information
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What Should Comments Include?

Per #27 in “QA File Review Instructions”:
This item is marked IN/OUT based on the Inspection Form 
and/or Comment Addendum documentation. Comments 
for violations provide clear information regarding the 
observation, a brief description of the citation being 
violated, and the corrective action. Comments for 
verification purposes provide clear information regarding 
correction of the Priority or Priority Foundation violation.
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The Four “R’s”
• Repair

• Relocate

• Remove

• Replace

The Two “P’s
• Provide

• Properly

Can you write without prepositions?
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Documenting CDI

• DON’T
• “Educated PIC on proper cooling of lasagna”
• “Instructed employee to reheat chili to at least 165°F”
• “Asked PIC to provide hand soap at the kitchen hand sink”

• DO
• “PIC sliced lasagna into smaller pieces and placed on a sheet 

pan in the walk-in cooler uncovered to continue cooling”
• “Employee reheated chili to 171°F ”
• “PIC provided hand soap at the kitchen hand sink”
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An inspection report should 
NOT be…

• College essay

• Thesis for a Master’s Degree

• Dissertation for a PhD

• Novel
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Example
16) 4-501.114 Manual and Mechanical Warewashing Equipment, 
Chemical Sanitization - Temperature, pH, Concentration, and 
Hardness: Quat sanitizer being used to sanitize food contact 
surfaces at the 3-compartment sink observed to be at a 
concentration of 0 ppm. A quaternary ammonium compound 
solution shall: (1) Have a minimum temperature of 24°C (75°F), 
(2) Have a concentration as specified under § 7-204.11 and as 
indicated by the manufacturer's use directions included in the 
labeling, and (3) Be used only in water with 500 MG/L hardness 
or less or in water having a hardness no greater than specified 
by the EPA-registered label use instructions. CDI- Sanitizer was 
re-made and tested at 200 ppm.
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What’s the Problem?

• Confused reader/loss of focus

• Long periods of time writing reports

• Reduced number of inspections
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Examples
22) 3-501.16 All TCS foods must be held at 41 F or     

lower.  CDI- discarded.

47) 4-205.10 Unapproved equipment. Must be NSF or 
equal.

55) 6-501.11 Replace cracked floor tiles.

6-501.12 Clean floors.
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What’s the Problem?

• Not enough information provided

• Confused reader

• Causes problems for next inspector
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Challenges

• Handwritten reports

• Technology issues

• Canned comments

• Inspection quotas
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Goals

• Clearly and accurately document 
observations and corrective 
actions

• Avoid comments that are too 
wordy or confusing to the reader

• Save time and mental energy!



What Would 
You Write?
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Activity

1) Review each picture and observation.

2) Write a comment based on the observation 
provided.  Be sure to include the code citation and 
corrective action (if necessary).

3) Be prepared to share your comment with the 
group!
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Observation

Employee observed handling ready to eat 
cooked chicken with their bare hands for a 
customer order. 
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What Would You Write?

3-301.11(B): Food employee observed using their 
bare hands while chopping fully cooked chicken 
intended for a salad. Food employees shall use 
gloves, utensils, or similar barrier to prevent bare 
hand contact with ready to eat foods.

CDI- Chicken was voluntarily discarded by the 
employee.
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Anything Else?

2-303.11: Food employee observed wearing a 
watch while handling food. Food employees 
may not wear jewelry on their arms and hands 
except for a plain band.
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Observation

Raw shells eggs were found next to the cookline 
at 61°F. No TPHC procedures in place. Line cook 
confirmed eggs have been in this location for 30 
minutes. 
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What Would You Write?

3-501.16 (B): Raw shell eggs observed being held on 
the cook line table at 61°F. PIC stated eggs have been 
stored in this location for 30 minutes. Raw shell eggs 
shall be held in a refrigerated unit with an ambient air 
temperature of 45°F or less.

CDI- Eggs relocated to a refrigerated unit with an 
ambient air temperature of 45°F or less.
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Observation

Wet areas over the drain field of the sewage 
disposal system indicate a potential 
malfunction. No sewage was found to be 
backing up into the facility.
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What Would You Write?
5-403.11(B): Wet areas over the drain field of the sewage 
disposal system indicate a potential malfunction. Sewage 
shall be disposed of using a sewage disposal system that is 
sized, constructed, maintained, and operated according to 
Law.

Verification required - REHS will immediately notify On-site 
Water Protection that there is a potential malfunction. The 
notification satisfies the 72 hour corrective action time 
frame.
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Observation

The food thermometers were found stored in 
their cases with food residue on the probe. 
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What Would You Write?

4-602.11(A)(4): The food thermometer was found 
stored as clean with food residues from a previous 
use.  The food thermometer shall be cleaned before 
using or storing.

CDI – PIC cleaned the food thermometer.
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Observation

PIC cannot verify when the sausage patties were 
cooked and placed in refrigeration to cool.  The 
sausage patties are 41°F and are to be used for 
homemade sausage gravy tomorrow morning. All 
other foods are properly date marked.
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What Would You Write?

3-501.17(A): Cooked sausage patties found stored in 
refrigeration at 41°F without a date mark.  TCS foods 
held for more than 24 hours shall be date marked for 
no more than 7 days when held at 41°F or below.

3-501.18 (A)(2): TCS food subject to date marking shall 
be discarded if found with no date or day.

CDI – PIC voluntarily disposed of the sausage patties.
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Observation

A food employee opens the door of the walk-in 
cooler with gloved hands to retrieve a bag of 
lettuce for the sandwich line.  The employee 
returns to the sandwich line, dumps the bag of 
lettuce in a pan, and resumes making a 
sandwich.
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What Would You Write?
3-304.15(A): Food employee opens the door of the walk-
in cooler with gloved hands and resumes working with 
food. Single-use gloves shall be changed prior to 
returning to work with food when a change in task 
occurs and gloves become contaminated.

CDI – PIC had employee remove gloves, wash their 
hands, and apply new gloves. Employee voluntarily 
disposed of the sandwich.
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Observation

Chicken found cooling in the walk-in cooler at 
103°F.  The PIC states that this rotisserie chicken 
was pulled from the hot display at 139°F, de-
boned, placed in the three-inch plastic container, 
tightly covered, and placed in the walk-in cooler 
to cool three hours ago.
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What Would You Write?

3-501.14(A): Cooked chicken found cooling in the 
walk-in cooler for three hours at 103°F. Cooked TCS 
foods shall cool from 135°F to 70°F within 2 hours 
and from 135°F to 41°F or less within a total of 6 
hours.

CDI – PIC voluntarily discarded cooked chicken.
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Anything Else?

3-501.15(A): Cooked chicken found improperly 
cooling in the walk-in cooler due to the container 
being tightly covered.  Foods in the cooling process 
can be loosely covered or uncovered to help 
facilitate proper cooling if protected from overhead 
contamination.

CDI – PIC voluntarily discarded the cooked chicken.
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Observation

The irreversible registering temperature indicator 
read 147°F when used to check the high-
temperature warewashing machine.  The “Rinse” 
temperature gauge on the machine did not move 
during the final rinse cycle. 
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What Would You Write?
4-703.11(B): The irreversible registering temperature 
indicator reads 147°F when cycled through the high 
temperature warewashing machine. Food contact 
surfaces and utensils shall be sanitized and achieve a 
surface temperature of 160°F.

Verification required – REHS will verify that the 
warewashing machine has been repaired within 72 
hours.  Use the 3-compartment sink to wash, rinse, and 
sanitize food contact surfaces and utensils until 
repaired.
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Anything Else?

4-502.11(C): The final rinse temperature gauge on the 
high temperature warewashing machine is not 
working properly.  Repair or replace.
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Observation

Flour stored uncovered under the cook line prep 
table.  No raw meat is handled on the prep table 
above.
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What Would You Write?

3-305.11(A)(2): Flour stored uncovered under the cook 
line prep table.  Food shall be protected from splash, 
dust, and other contamination during storage.
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Tostada de Ceviche
“shrimp cooked in lemon juice”
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Observation

Raw shrimp arrive frozen from supplier. Shrimp 
is thawed and placed in lemon juice to marinate 
for two days. Ceviche is assembled and then 
served to customers. PIC has no idea what a 
parasite destruction letter is and has never 
been asked to provide one. An approved 
consumer advisory is provided.



NCDHHS, Division of Public Health, Food Protection & Facilities Branch | Comment Writing 101 51

What Would You Write?
3-402.12: Raw shrimp found marinating in lemon juice for 2 
days and being served undercooked. Verification of parasite 
destruction not available. Raw shrimp shall be frozen to 
specified time and temperature parameters or a written 
agreement or statement from the supplier stating that the 
shrimp has been frozen to destroy parasites shall be 
provided.

CDI- Shrimp will be fully cooked to a minimum 145°F until 
parasite destruction can be verified. 
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Documenting Temperature Observations

• Mark “IN” or “OUT” on first page of report

• Document temperature in the chart
• Receiving
• Cooking
• Reheating
• Cooling*
• Plant food cooked for hot holding
• Holding
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Educational 
Visits
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Educational Visits

• Must follow language in the Session Law
• Review priority violations from previous three inspections
• Review public health risk factors 
• Review of any required HACCP plan

• “Educational Visit” activity type added to inspection 
form and comment addendum in EIDS
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Educational Visits
• Reviewing previous Priority items

• Document on comment addendum
• Provide a simple narrative of what was discussed

• No Priority items marked on previous inspections
• Document on comment addendum
• In-service training may be provided on any risk factor

• Visits don’t have to be unannounced!
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Educational Visits

Review required HACCP plans

• Copy of HACCP plan, approval, and required record-keeping

• HACCP verification documented on the State’s HACCP 
verification form or other applicable form

• Include a comment addendum with educational visit activity 
documented
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Educational Visits

Comments may include

• Code citations
• Historical information and dates
• Individuals present
• Discussions during the visit
• Documents provided
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Educational Visits

• Educational visits ARE NOT inspections!

• NOT an opportunity to find new violations

• Can take place in the dining room, PIC 
office, or kitchen

• Demonstrations
• Calibrating food thermometers
• Checking sanitizer concentration
• Checking a final cook temperature



Permit 
Actions
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Permit Actions

•Use .2600 Rule(s) on permit action forms

•Use Food Code citation to support the rule 
violation

•Provide adequate comments on permit action 
form or comment addendum

•Provide all required information on form

•Advise operator of appeal rights
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Scenario #1

During an inspection it is observed that one of 
two hand sinks available to wash employees’ 
hands is broken and unable to be used. The 
only hand sink available is at the bar area. A 
verification visit was conducted on the 10th day 
and the sink is still unable to be used. 
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X

15A NCAC 18A .2655: Hand sink is broken and not available for use by food employees to wash their hands in 
accordance with 2-301.12. Hand sinks shall remain in good repair and accessible to food employees per 5-205.11 and 
5-205.15 of the NC Food Code.



NCDHHS, Division of Public Health, Food Protection & Facilities Branch | Comment Writing 101 74

Scenario #2

During an inspection you walk over to the three 
compartment sink and underneath the sink you see a 
gray liquid backing up from the drain and discharging 
onto the floor. The PIC states it has been like this for 3 
days. You determine immediately that sewage is 
backing up in the kitchen.
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15A NCAC 18A .2655: Sewage is backing up into the kitchen from the drain under the three-compartment sink. 
Sewage shall be conveyed through an approved system that is properly maintained per 5-402.13 of the NC Food 
Code.

X



NCDHHS, Division of Public Health, Food Protection & Facilities Branch | Comment Writing 101 76

Summary

• Well written comments are important!

• Know how to conduct an educational visit 
and how to document them

• Use appropriate citations on permit action 
forms
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