Memo 
22/08/2013

Handling of non stock items available in warehouse
Attached is a print out of an excel file, split into categories, of items that are not standard stock items. They are bespoke items surplus in the warehouse and, subject to confirmation, are available for use.

Under F5 there is a new product category “Warehouse Surplus Stock” and under colours there are items that have been surplus in the warehouse.

IMPORTANT NOTE: 

The appearance of the item under colours does NOT guarantee that there is stock available to use but it is a way for the items IF AVAILABLE to be added to the fitter’s work sheets, preparation sheets & loading lists for dispatch when required.
The procedure for utilising the surplus stock to maximise profits are as follows.
1. Surplus stock is returned to warehouse by fitters from a job and job number noted by warehouse staff.

2. Warehouse confirms with branch re returned stock that the job is finished and the stock is surplus and available to use.

3. On confirmation stock item and quantity is added to master stock sheet held at warehouse by Dave or James.

4. Every Monday the current stock list is emailed to all branches showing stock held AT THAT TIME. Remember it is changing daily.
5. If required branch contacts warehouse to check current availability of stock on list.

6. If still available warehouse records Job no: and quantity required against relevant item.

7. On confirmation of availability branch ads the item to the job no:  by selecting under F5 “Warehouse Surplus Stock”. Many of the items are already under colours for this requisition but if the item is NOT listed than the branch can add the item to the colours and select it. (Please ensure the format for any items added matches existing format and the description on the stock sheet abbreviating if required). 
8. Email warehouse to advise items added and the warehouse will book them in, print job specific labels for the items and move them from the stock held location to the bespoke goods location.

This may sound a little complex but it helps use up any items such as boxes of tiles ancillaries, part rolls of bespoke underlay’s etc and when you have used it once or twice it will be easy.
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