Warehouse Routines – Daily
1. All stock Ancillaries delivered to be booked in on day of delivery.

2. All Stock rolls of carpet to be booked in on day of delivery and roll cards and labels to be put on rolls on day of delivery.

3. All Bespoke carpets to be booked in on day of delivery or list of carpets not on computer emailed to branch & copied to DG. All carpets booked in to have Mr Carpets label fixed to roll and initials of person who checked delivery written on label on carpet.

4. Carpets returned by fitters to be labelled with size, and Job No and put into rack. If return to manufacturer required. Carpet to be labelled and Alison emailed to notify it is ready and DG copied on email. This is to be done on day of return to warehouse. Location of carpet to be added to comments on computer for job no related to.
5. All component parts for next day’s fittings to be prepared. All adhesives, bars and cut portions of underlay to be in unit 19 so fitters have no reason to go to stores except for full rolls of underlay. This is to be done on day before fitting required.
6. All stock carpets cut should be returned to racks and check measured if balance is 10m or less. Location and roll balance should be updated on computer if location has changed or roll balance was check measured. This is to be done on day roll is cut.
7. Any Stock roll cards from stock rolls that have been used completely should be sent to DG’s office for future reference. This is to be done on day roll is cut.
8. Stock cut daily sheets to be sent to DG’s office for future reference. This is to be done daily.
9. Warehouse floors to be swept & rubbish removed on a daily basis.

10. Area outside warehouse around bins, container & forecourts to be swept on a daily basis.
Any damage to any part of the warehouse structure, racks, stock or machinery should be reported by email immediately to DG. Copy Head office & David Cooper as well.

11. Warehouse Routines - Weekly

Warehouse Routines - Monthly

