Memo 
12/10/2010

Procedures for materials returned to warehouse

Material returned to warehouse.

Fitters do from time to time bring goods back to the warehouse after they have been booked out for one reason or another. In future the following procedures will occur when goods are returned to the warehouse.

Procedures for goods returned for re delivery at a later date

1. On the fitters arrival back at the warehouse the warehouse staff will print a list of goods that were dispatched on the job (excluding labour) to be used as a check list for materials returned. The quantities of each item will be marked on the sheet and what is received will be signed for by the warehouse staff who received it and a copy will be given to the fitter as a receipt. A copy of this form will be faxed to the branch for their reference & processing.
2. All STOCK ANCILLARIES will be booked back in by the warehouse against the original order. The amount of outstanding stock ancillary materials will be increased by the amount returned. This will allow you to re-pick the ancillaries when they are booked out for a future delivery as per normal. The materials returned will appear under the fitting records with “RETURNS” as the fitter’s name.
3. All other items (F3 Bespoke carpets, F5 Bespoke ancillaries, F6 Bespoke Vinyl and F7 Bespoke Tiles/Wood) will require the branch to add a requisition for each item type (ie F3 Split Delivery Carpets or F5 Split Delivery Ancillaries) with the number of items being returned of each item type as recorded on the fitters return from received from the warehouse. When you have entered these please notify the warehouse and then they will book these items in and the labels will be printed and their location recorded. This will then enable you to re select the items on the day they are re dispatched and they will appear on both the warehouse preparation sheet and the fitters loading & worksheet.
Please note. These procedures at all times record the location and movement of all items in and out of the warehouse and the record of who and when is recorded in the system along side all ordinary movements. The only difference is that the carpet types etc are not recorded on the return but the warehouse can look up the order number if they need to know what type of carpet they are looking for, however if this system is implemented correctly the goods will be correctly labelled and stored where the preparation list says they are stored.
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