Memo 
13/10/2010

New procedures for cutting stair runners & part jobs
Stair Runners

1. Carpets to be cut for runners etc to be booked out to fitter on day required for cutting as previously. Send a cutting plan to the warehouse CLEARLY MARKED as to what pieces are to go for whipping and what pieces are to be left at the warehouse for fitting at a later date. 
2. First working day after (or on same day if collection arranged with Richard Polley) the number of pieces of carpet to be sent (i.e. 3 etc) to be booked out to Richard Polley who will be added to the fitting diary for every day from now on. When Richard Polley calls to collect whipping a proper “fitters” loading list will be printed for Richard to sign for the collection of the pieces for whipping.
3. A requisition for “Split Delivery Carpets” (select 1 as the quantity) to be added to the order when a split delivery is required. The warehouse will then book these items in when they are cut by the fitter and this will print a label for each piece and they will appear on your daily goods in records confirming they have been cut.
4. Carpets left at warehouse by the fitter when runners are cut will be booked in (i.e. split delivery 3 carpets) with the location where they are stored recorded in the database. Also the number of tickets printed will equal the number of pieces left by the fitter. Each ticket will then say 1of 3, 2 of 3 etc so by looking at any one piece the warehouse will know how many in total are left behind.  This will allow you to select this item and book it out when the 2nd phase of the job is fitted and the warehouse and fitter will have the “split delivery carpets” on their relevant paperwork for preparation prior to the fitter’s arrival at the warehouse.
5. When stage 2 of the job is booked select the “split delivery carpets” for the fitter installing them and they will be prepared for loading in advance by the warehouse.
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