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DESIGNS FOR FLOORS

I.






Daily Routines
Fitters Loading Lists

· Fitters loading lists only to be printed when a fitter has arrived in the office.
Prep Lists

· All preparation lists to be printed first thing but usually before 9am.
Goods In
· Goods received are to be booked in on day of delivery. If not on computer then list to be sent to the branch to be entered. All goods received must be booked in before the end of the Month for accounting purposes. Any goods not booked in contact DG. 
· Roll tickets to be applied to ALL GOODS RECEIVED as per procedure below.
Stock Ordering
· Any stock ancillaries that are required are to be ordered by warehouse except Chrome, Nisheen & wood door bars. Stock of these items to be advised to DG for ordering. For quantities to be held in stock see stock quantity sheets for minimum & maximum quantities to be held in stock.

Warehouse Organisation
· All cutting floors are to be swept daily. 

· Forecourt to be swept to remove nails etc after rubbish is collected.

· Rolls to be moved so maximum storage space is available. Ie small cuts occupying a full roll space to be moved to small gaps and ALL roll movements to be recorded on computer.

Fitters Loading Lists

· A fitters loading list can only be printed when a fitter is in the warehouse. 
· Two copies are printed. One copy is stapled to the front of the fitters worksheets and the other copy is for the warehouse staff to supervise the fitters loading their vans. ALL warehouse copy loading lists are to be signed by the fitter on leaving the warehouse and the signed copy sent to head office.

· If any materials scheduled out to a fitter have not been received they should be booked in BEFORE the loading lists are printed. If the goods are not yet in the warehouse the loading list can be printed BUT when the other goods are received and the fitter calls back to collect them the loading list for that fitter must be reprinted to process the goods received. 
Multiple days fitting.
· If a job is being fitted over 2 or more days then the loading list should be marked with what has been left behind on day one and the list signed by the fitter when leaving the warehouse.  The list is then held by the warehouse until ALL GOODS on the list are collected and each collection is marked & signed for on the original list.
Part Jobs

· If a job requires only part of a cutting plan then the fitters cutting plan should be copied BEFORE passing to fitter. The goods left at the warehouse should be marked on the copy of the plan and the location of where they are stored should be marked on the cutting plan. All carpets left behind in the warehouse should have the Job number and the area they are to cover (as per cutting plan) to be marked on them. 
Prep Lists

Goods In 
Bespoke Goods
· When booking in goods received ALL details must match BEFORE you book the items in. If they do not match then contact branch and if the correct goods are received then the branch MUST ALTER the requisitions before the goods are booked in.
Stock Carpets

Stock Ancillaries

Roll Tickets
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