Warehouse Procedures – May 2008
Goods In

1. All goods should be booked in on the day of delivery. If goods not on computer then branch to be emailed list with copy to DG.

2. ALL DELIVERIES to have a delivery note attached.

3. ALL STOCK ROLLS to have a roll card on delivery.

4. Customers rolls sent out on part deliveries should be given a roll card when first cuts taken from rolls to record all cuts/deliveries.
Goods Out

1. ALL GOODS OUT MUST BE ON LOADING LIST OR TEMPORARY GOODS OUT RECORD AND SIGNED FOR BY PERSON COLLECTING.
2. Fitters or Customers MUST be supervised by a Mr Carpet staff member when loading vans AT ALL TIMES.
3. All carpets collected for whipping to be recorded
Stock Cuts

1. All carpets should be cut by TWO PEOPLE and inspected for faults or dirty marks BEFORE cutting.

2. ALL cuts to be recorded on roll cards.

3. Any balances of 10m or less MUST be check measured and the correct size entered on computer EVERY time they are cut.

4. ALL completed roll cards to be sent to DG on completion.

5. ALL stock cuts must have customer ticket fixed to them and taped with 2 bands of tape and placed in the goods out rack.

6. ALL stock rolls on completion of cuts should be check measured (if less than 10m) the original roll card placed inside the roll, The roll number to be written on the backing of the carpet at BOTH ends, 

7. A MINIMUM of 3 bands of tape applied to all 4m wide rolls and a MINIMUM of 4 bands of tape applied to all 5m wide rolls.

8. Carpet name & roll No cards to be entered in the end of roll sticking out of the rack for ease of identification.
9. The return location of ALL rolls should be recorded on the cutting list and the computer MUST be updated if returned to a different location.

Part Jobs

1. ALL part jobs must have a roll record card if cuts taken from a larger roll.

2. Any pieces left behind must be labelled with sizes, rolled on a pole and wrapped if required and the location they were stored noted under comments on the relevant customers order. 
