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1.	 Add the column titles to your spreadsheet. Add your data to the appropriate columns. 
Feel free to colour code the columns/rows using the Fill Colour Button (       ) under the Home tab.

2.	 Select the row with the column titles – in this case, by clicking Row 5.

3.	 Under the Home tab, click the Sort and Filter Button, then select Filter. 

Building a Sortable Spreadsheet in Microsoft 
Excel - FDA’s Food Traceability Final Rule
Traceability record keeping requirements of the Food Traceability Final Rule will be enforced by the Food and Drug 
Administration as of January 20, 2026. Under this rule, records are to be provided to the FDA in an electronic, sortable, 
spreadsheet within 24 hours of a request. The electronic sortable spreadsheet must include the required key data elements 
(KDEs) along with any other information needed to understand the information in the spreadsheet.

To assist companies that manufacture, process, pack or hold seafood for export to the United States on the Food Traceability 
List (FTL) in complying with FDA’s Food Traceability Final Rule, Perennia’s Microsoft Excel Sortable Spreadsheet Template is 
available for download. The template is to be customized based on the needs of your company within the food supply chain 
as well as the requirements of the FDA’s Food Traceability Final Rule. The template can also be tailored for other foods on the 
FTL such as produce, ready-to-eat deli salads, shell eggs or cheese. The instructions for building and using Perennia’s Microsoft 
Excel Sortable Spreadsheet Template are included below:

https://www.fda.gov/food/food-safety-modernization-act-fsma/food-traceability-list?utm_medium=email&utm_source=govdelivery
https://www.fda.gov/food/food-safety-modernization-act-fsma/food-traceability-list?utm_medium=email&utm_source=govdelivery
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4.	 The columns are now ready to be sorted – the down arrows are present (    ). 

5.	 Then press the down arrow (    ) on the column that you want to sort. In this example, when selecting the “Date 
transformation” down arrow, you can sort the months from Oldest to Newest or Newest to Oldest and you can filter by 
dates to remove months that are not of interest. By unchecking the March and May boxes and pressing OK, the March 
and May data will no longer be viewed in the list. 

https://www.fda.gov/media/74435/download
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6.	 Now, only the February transformation Dates are viewable. The Filtered icon (    ) is displayed to show which column has a 
filter applied.

7.	 To remove the filter, in this case, select “Clear Filter From Date transformation…”. 
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8.	 All of the data is displayed again in the sortable spreadsheet.


