Week Nine Lecture Notes

DOCUMENTATION IN WARE HOUSING OPERATIONS

It is  uncommon  to find  an  organization  however  automated  their   operations  may  be to  operate  without  any  form  of  recording  system  and  particularly  inform of  documents. Even software applications relevant to stores like pastel are based on the documentations. Various  types  of  documents are used in  stores  applications  for  a variety  of purposes  and  at  various  stages. Important to note is  the fact  that  documents  are normal aligned  to  some form of  procedure  and  are  a basis  for the  stores  function  relating  to other function like procurement  and  finance. This presentation  is  an  endeavor to  examine  the use  of  various  documents  in stores  operations.

Why Documents?
· For record purposes.

· To back up electronic records. 

· Facilitate role understandability for different people. 

· A basis of functional interference.

· They facilitate   location of items hence saving time. 

· Reduce maverick actions by stores staff.

· They reduce occurrence of mistakes e.g. receipt of wrong consignment Etc.

· They reduce the risk   of exploitation of stores staff by outsiders.

When are Documents Necessary?

In the  normal   operations  of any  stores  function, it  can  be urged  that  documents  are  necessarily  for  every  single  task. Particular activities that are primarily enhanced by documents include.

· Receipt of bought out items 

· Issue of items  to  external  customers 

· Issue of items to internal customers.

· Transfer  of items 

· During receipt of returns  from other sections

·  During receipt of returns from outsiders.

· During  stock  takings

DOCUMENTS USED IN STORES OPERATIONS 

For the  smooth  operations  of  the stores  function, it is  necessary  that  the following  documents  are used  and respected by all  those who interact  with the function.

1.  Purchase Order: It is an order to the supplier to supply the required materials as per the quotation submitted by him in accordance with the instructions contained therein. This document provides evidence of contract between the company and the supplier. Although a purchase order is primarily a procurement document, receiving operations can hardly be facilitated without it. This is because receiving personnel need evidence that what they are receiving was actually ordered for by the company. A typical of a purchase order is as below;

BLESSING 5000 SERVICES LTD
PURCHASE ORDER

Code: ………………………………



Order No.: ……..………

Phone: ……………………………..



Requirement No.: ……..










Date: ……….…………..

M/s: …………..………………………………...……………………………………
Please, supply the following materials to our stores department in accordance with the term

and condition mentioned overleaf. This has reference to your quotations No…….Dated ………
	S/N
	Identification No.
	Description
	Qty Required
	Rate
	Value
	Remark

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Date: ……………………………………………
Signature: …………………………………..

(Terms & Conditions Overleaf)



Designation (Stamp)

After receiving the order from the buyer, the supplier makes arrangements to deliver the goods or materials. The stores staff must be informed of what is expected. This is usually done by sending to them a copy of the purchase order.

2.  Advice Note: This is common in well developed supply chain systems. Before delivery time, when a supplier has goods ready for delivery, he normally prepares an advice note (supplier advice note) to be sent through the post to his customers. This document gives the description of the goods, the quantity involved, and the method of transportation and the date of dispatch.

3.   Delivery Note: This is a document showing the list of goods without showing the price. It is designed by the supplier and sent to the buying organization along with the goods. It is used for checking the goods without the making use of invoices. When the goods are delivered to the buying organization one copy of the delivery note must be retained and one copy retained to the supplier dully signed proves that the goods have already been received by the buyer and in good order and condition. A typical delivery note looks as below;

BLESSING 5000 SERVICES LTD
Dealers in: General Supplies and 


Tel: +256 774 181 052/+256 783 742 410

Third Party Logistics Services 

P.O BOX 123, SOROTI, UGANDA


Date: ……………………………………..








Serial Number: …………………………..
DELIVERY NOTE
To: …………………………………………………………………………………………….

Please, receive the following goods in good condition as per your Order 
No. ……………………………. Dated: ………………………………………..
Delivered by: ……………………………………
Received by: ………….………










Sign & Stamp

3.  Packing Note/List: Sometimes, a package sheet is also prepared in addition to a delivery note which shows the list of items packed in a particular sub unit of the whole consignment e.g. for every particular carton, box pallets etc.

4.  An Invoice: This is a document prepared by a supplier after delivery of goods to the buyer. The document gives the details of quantity, quality, unit price, total value of goods dispatched, and any discounts allowed transport charges if any. Because stores receive goods, this document is normally sent to stores who later pass it on to procumbent along with other documents to facilitate the processing of payment. A typical invoice looks as below:


JJ ENTERPRISES LTD

P.O BOX 77005, KAMPALA, UGANDA

Tel: +256 782 123 454

INVOICE

Serial Number: ………………………….



Date: ……………………….

To: ……………………………………………………………………………………………….

	QUANTITY
	PARTICULAR
	UNIT PRICE
	AMOUNT

	
	
	
	

	TOTAL
	


Your Order No.:………..………………………………..

Our Delivery No……….………………

6. Goods Inward Book: This book records every day brief details of all goods from outside suppliers. This is usually done when goods have been checked properly as they arrive. The book contains the particulars of each consignment including but not limited to; the date, the consignor, method of transport, vehicle number, brief description of goods and goods received note number.
BLESSING 5000 SERVICES LTD

	Goods Received Note
	SERIAL NO.

	Date of Receipt
	Consignor
	Consignor’s Advice Note No.

	Method of Transport
	Types of Package
	No. of Package
	Order No.
	

	Vocabulary No.
	Description 
	Received Undamaged 
	Standard Price 
	Value 


 The above stores have been received damaged storage Report No………………… Date: ………………………..  Applied to this consignment.

Signature: ………………………..

Name: …………………………………………………..
INVOICE NUMBER
The above stores are in accordance with the terms and condition of the order as regard quality and fit for use signature of inspector: ………..………..     Name of Inspector: ………………………………..
Date: ..……..

7. Goods Received Note: This is one of the basic and most documents that facilitate the management of inventory in the storehouse or stockyard. It is prepared in respect of daily receipt of goods of various kinds and nature. It is the basic evidence that goods have been received and normally stores personnel can only sign it if they are sure about the goods. A typical goods received noted looks as below;
8. Issue Note: This is a document of authenticity handed to the storekeeper after he has received an authorized requisition note from the user department or similar voucher giving details of what is required. The storekeeper then selects the items wanted, hands them over in exchange for the document. The issue note may be prepared in a number of copies; one remains with the storekeeper then passed to the stock record section for entering quantity records and then to store accounts section to create a stock account, the second copy is retained by storekeeper as an evidence of the demand. Illustration of the Issue Note.
BLESSING 5000 SERVICES LTD


	FOR USE AT
	

	Quantity Required
	Description 
	Vocabulary No.
	Standard price
	Value

	
	
	
	
	

	Authorized by:
	Dated of:
	Issued by:
	Total:

	Received by:
	Date: 
	Posted to stock record
	Classification summary




9. Stock Record Card: This is a detailed document which records detailed information about each particular item in stock. Stock records can be kept together and in three ways;

· Showing quantities only.

· Showing quality and unit price.

· Showing quantity, unit price value of each transaction and the total value of the balance of stock.

A typical stock record card is as illustrated below;

BLESSING 5000 SERVICES LTD

	DATE
	RECEIPTS
	ISSUE
	BALANCE

	
	
	
	


10.  Bin Card: This is almost similar to the stock record card except that it is smaller in size and kept. The data kept on this document needs to be kept to a minimum so that store – keeping staff do not spend a lot of time on it. It is as illustrated below;


ABC COMPANY LTD

BIN CARD

Description: ……………………………….



Bin No.: …………………………..

Stores Ledger Number: ……………………



Code No.: …………………………

Minimum Level: ………………………………………… 

Unit of issue (Kg/Litres)

	Date
	Receipt Ref.
	Quantity
	Issues
	Quantity
	Balance

	
	
	
	
	
	


11. Returns to Stores Note: This document is usually prepared in respect of goods being returned to stores from other departments such as production. This may arise due to excess material supplied or goods that are of substandard quality for production programmes or goods found to be unsuitable for the intended purpose. A return to store note is always prepared by the department responsible for sending the goods back to the storehouse. A typical return to store note is as illustrated below:
XYZ CO. LTD

RETURN TO STORE NOTE










Serial No.: ………………..











Date: ………………………

The following materials have been returned to stores from Job No.: ….... By……………………………

	Quantity
	Code
	Description
	Reason for Return

	10 Tins
	001
	Blue Print
	Issued in Excess

	Authorized by Site Manager

……………………………
	Delivered by:

………………..
	Receiving Store Keeper

Signature: ………………   Date: ……………….


12. Materials Transfer Note: This is another document that is commonly used within stores management especially in big firms with many stores. It is used when goods are transferred from one storehouse to anther and the arrangement is slightly different from the practice of the receipt of material from outside suppliers. There is no need for quality inspection in respect of materials transferred within the same organization although it is necessary to check quantities and damages typical transfer form is as illustrated below:
BLESSING 5000 SERVICES LTD 
MATERIAL TRANSFER NOTE
Serial No.: ………………………
Date:……………………………….

The following materials have been transferred from Job No.: ………..... to S/N……………………

	Quantity
	Code
	
	COST                           OFFICE                                 

	
	
	
	Rate
	Unit
	Value 

	1.0 Litre
	P.T.R Oil
	Brake fluid 
	2000
	Litre
	

	Authorized by Site Manager
	Delivered by:
	Received by: 
	
	Priced by:
	


13. Stores Requisition Note: It is a document originating from a particular department requesting materials from the stores to supply or issue a specified item(s). It shows the date, quality required and the stock description. For it to be valid, a requisition form should be signed by the authorized department or official. Below is an illustration of a requisition note or form:






KUMI UNIVERSITY
STORES REQUISITION NOTE

Originating Officer






Authorization Officer

Signature: ………………………….




Signature: ………………………….

Date: ……………………………..




Date: ……………………………..

Please, issue the following from the store

	S/N
	Quantity
	Description
	Remarks 

	
	
	
	

	
	
	
	


Issued by: ……………………………………..

Received by: ……………………………
Signature: ………………..… Date: ………………

Signature: ………………… Date: ………….
14. Stock Taking Sheet: This is another useful and very reliable document that provides information for stock records. It is prepared by stock officials. It contains all details of the stock taking exercise.

15. Inspection Certificate: this is used in case the items are so technical that stores staff cannot receive them without the input of a technical person. In that case, the respective technical staff will be called in to give inspect the goods before stores staff can develop a GRN. Such items may include computers, heavy machinery etc.

16. Stores Manual: At the apex of the management of nay store or warehouse is the need to guide and control processes in store. This is what makes the stores manual important. It is perhaps the document that enhances the use of all the above- mentioned documents. This document facilitates discipline and routine in a storehouse. It is necessary because of the numerous limitations of verbal instructions. This document is normally printed and issued in form of a book. Reviews of stores documents and introductions must all be captured in this document. It must be aligned to manuals of other functions that highly relate to stores operations such as the accounting manual.

What must a User Know?

It is important that stores staff take care to always understand the following;

· Documents that they must sign.

· Where and how to sign?

· Documents that they are not required to sign

· In case stores must sign, who does so?

· Who originates a given document?

· Where authority is required, who can authorize?

· Which functions must get copies of a given document?

· Where document are copies are pre-determined, which copy goes where?

Conclusion

The above effort is by no means without an exhaustive analysis of the documents used in ware housing operations. In fact even the names used for some of the documents may not necessarily be the used for similar documents in different firms stores. The benefits of using documents in stores operations should by no means stand to confuse stores staff that they do not present challenges. Care should therefore always be taken before any decision or action is taken on a given document. That noted, it is worth noting that no single firm can operate without some of documents as earlier introduced to the participants of today.
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