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INTRODUCTION UR=a

As all the activities in any organisation cannot be carried out at one point
of time, storage is an inevitable process. It increases the value of the
material by simply carrying it overtime; no transformation of any
characteristics is desired.

i fopaft off Tres & et mifafaferat e & owa W e &t o gand!, 3afen
HSRUI T SURER UfshdT 51 U8 Al Bl had I0d & 14 o I 9 &
3T Yo &1 91 &; forat +ft faiwar & 12 ufkad =18t anfeu

Thus stores in any company has a vital role to play. To keep the stock level

at optimum, conserve and preserve them properly so that both financial
and operative objectives are attained for acquisition of materials and
services.

39 UHR et Hf Huft § ®R & Aeayul fHeT g 7| WP B wR P
Ty §1E XEH & oY, 32 IR = I g ok g & arfes amh
SR Farsff & 3ifieu & o faxig ok ufkared aFl S&vd U b o
qb |

All other activities involving materials are in day-to-day touch with the
stores. In a majority of manufacturing organisations material constitutes
the major fraction of cost, i.e. 60 to 80% of total cost.

TR @ et o Tt fafaftet ©R & Wy fe9-ufafeT dud # et €1
Sfferepter fafmfor et & Il @rTd 1 9o fewan gt B, A ot anTa
BT 60% I 80%

The cost of capital blocked in inventories is substantial. If this part of
working capital is not properly managed the subsequent losses may be
enormous. The success of the business, besides other factors, depends to
a large extent on the efficient storage and material control. Material
pilferage, deterioration and careless handling may lead to reduced profits.

3 o 9 Yol B AN BTt Rk 31 afe Briid Ooft & 59 R @
I vee et T ST § o 1e § 89 ardl I 9gd 31 8 hd B |



3T HRDI & 3], FI Bt Bl D! 8¢ db A HERUT 3R
It P R AR ot 81 gl &) 9, fiRTae 3R auRaret ¥ fAueq
J AH HH B FhaT g

Stores management is concerned with carrying the right kind of materials
in right quantity, neither in excess nor in short supply, providing it quickly
as and when required, keeping it safe against any kind of deterioration,
pilferage or theft, and to carry out the efficient performance of all these
functions at lowest possible cost. Stores functions as such are treated as
back - bone for efficient and effective operation storing and handling of
materials.

WR Yst 6T HIH Tat AE H Tel ave &I el d o1 8, 7 < it A
T SR 1 & HH AE W, aRgdHdl UsH W 3 qid SUdas BT, 39 fodt
ff Tg @ fiRrae, IR a1 IRt & QRIE T 3R 59 3t st &t =gAad
THT ARTd R FRAAYdD Fefed H1 81 59 dv & R Hraf &l Jrdt
& ST AR JHTET TaTa, HSRUT SR gafer & fou e o g5t & Fu o
AT ST B |

The book describes different aspects that are considered while handling
and storing stock and aware the importance of an effective material plan
as well as different methods of stock control with latest trends in storage
of materials and issues faced in handling stock of materials.

JXId | Wi B U SR HSRU Sd I0g & § 39 I ara fafid
TSl &1 Ui foram TR § T TuTet TR Ao & HEd & -y qradt
¥ Heru # TdHaH Il R IRl & Wd B U F o areft
TS & WY Tie Faur & fafte a8ie! & aR & off sarr m gl
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LIST OF ABBREVIATIONS
USED IN WORKING

-
.
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AOV Average Sales Order Value

AMC Annual Maintenance Contract

AWB Advance Way Bill

COSHH Control of Substances Hazardous to Health
C&DG Clearance & Despatch Group

CIF Cost Including Freight

CPD Combined Purchase Department

DC Delivery Challan

DCSRV Direct Charging SRV

. EDP Electronic Data Processing
. FCL Full Container Load

. FGI Final Goods Inward Note

. FSN Fast-Slow-Non Moving ltems
. FIFO First in First Out

. FOR Free on Rails

. GR Goods Receipt

. GRN Goods Receipt Note

. GP Gate Pass

. JIT Just in Time

. LIFO Last in First Out

. LOI Letter of Intent

(1



22.
23.
24.
25.
26.
27.
28.
29.
30.
31.
32.
33.
34.
35.
36.
37.
38.
39,
40.
a1.
42.
43.
44,

LR Lorry Receipt

MIR Material Inward Register

MIS Management Information System

OEM Original Equipment Manufacturer

OES Original Equipment Suppler

27 PGI Provisional Goods Inward Note

PO Purchase Order

PPE Personal Protective equipment

PR Purchase Requisition

PWB Permanent Way Bill

RPP Registered Post Parcel

ROS Release Order for Scrap

RR Railway Receipt

SIV Stores Requisition-cum-Issue Voucher

37 SAP System Applications & Products in Data Processing
38 SLOB Slow-Moving and Obsolete Inventory
39 SOP System Operating Procedure

40 SOS Sale Order for Scrap

41 SRN Stores Return Note

42 STN Stores Transfer Note

43 SRV Stores Inspection-cum-Receiving Voucher
44 UR Unloading Report

WEL Workplace Exposure Limit

(2]



Formula of an effective team with excellent

management ideologies

IFHE VAU faaRURIst & |12 OF WA 88 &1 93

Principle For Leading g & fare Rigia
Stores / Warehouse and Logistics %R / Mg 3R AiferReay

e Work ethic is important, System Operating Procedure(SOP)
® Hifd Ayl €, Rew Jarer ufshar @gaid)
e Take the failure reasons on you rather than blaming others

IR BT TN G & oI SHAT & HRUN I Wd R A

e Success attributes are discussed elaborately

el & 0T R faegd oaf &1 @
e Build a holistic firm
T 9 BH &1
e Hold your reputation and that's your power
3o TTTST ST R TR Tt st g &
e Create a good strategy which is the success formula
Ueh 33T YUMHITA ST ST Heperell b1 3 8l
e Have awinners’ mind-set
fasie 1 AR T
e Perseverance towards your doings
3 Hf & ufd Tgar

e Policies according to own organization management

3]



3T T3 YeeH & SR Afaat
¢ Leading and management core concepts
AT 3R YEEH B - ATYRUME
e Managing the team
&9 o1 ydYd
e Leading the team
& &1 g BT
e Action plans and practical approach
1 Ao 3R SasTRe PP
Understand the role of stores in an organisation
fopdlt TTTeT H TR BT YfHehT Bl JHe
Appreciate the problems and benefits of centralisation/decentralisation of
stores

WR & HLIl/fAHEHR0T BT RISt SR A1 BT TRI6T B
Become familiar with the systems and procedures for stores management

WR U= & yonferal 3R ufsharait § ufkferd gf

Get an idea of the types of stacking arrangements and layouts employed
in stores and their impact on efficient retrieval

WR A Uged Wl a7 3R ASMIT & YHRI 3R FIE FAUI TR 37D
YUTd T 3fTol Y
Become familiar with different kinds of equipment used in storing and
handling of materials

I & HSRU 3R FefehT § Iuan fPu oM ardl fafts UeR & Iusmul
Q gRfId &

Become aware of the latest developments in terms of automated storage
and retrieval systems

Taferd HSRUT SR gAvife yonferdt & Sy & Adi-an faswr 9 siavra gt

[4]



Tackling challenges and solving problems
Il § FAgeT SR grwmnsil &1 qare™ ST
Continued self-improvement, never being satisfied

R MH-GUR, i Iy 7 81



Direction And Purpose

feom siiv BT

What is Store and Stores TR 3R W IH &1 %

Store is single item category item store TR THA 3MIcH JUT 3T5eH TR
g

Stores is multiple items category store TRY THIUD 3MIeH I BT LR
g

Physical storage of material and its control.
Gt T Wifde HSRUT 3R IFeT a0

Store keeping is that aspect of material control concerned with the
physical storage of goods.

USR], Jrft =01 1 98 Ugq @ off axgell & Hifdes HeRror @ Tefid g

Store is a place or building where all types of material with different
categories are stored and preserved for further use when required or
needed.

HUSR U U1 W T Ha g oigl fafis aforat ot 9t ueR &t arht o1
JTIIHAT TS TR 31T JUTNT & fore Tufed oiR TRférd fopan sar g1

Store is to ensure the safety of all items and materials whilst in the store
which means protecting them from pilferage, theft, damage, deterioration,
and fire. The In charge of store is called store keeper or store supervisor
or store officer or stores manager or store head.

WR 1 B €R H Acg g4t aegait 3R il & qRem gRiEd s g,
ST Taad ¢ for 3% IR, &ffd, fRTae 3R ST & 99T ©R & THRI &
WR SR 7 LR JURATZOR T ©R AIBRT A1 LR F R a1 TR 58 Hal
ST & |



Objectives of Store Management

VR UGS & I

Store Management” refers to the efficient management of materials. It
ensures that all the various activities involved during the process of
storekeeping are carried out economically and efficiently.

WR Y&y &1 arad Il & S e ¥ 81 g8 gRd dxar g &
RS Bt ufgea & SR e waft fafirs nfafafiar enffe wu @ &k
HRIAT I B oI & |

Store management is to receive materials, to protect them while in storage
from damage and unauthorized removal, to issue the materials in the right
quantities, at the right time to the right place and to provide these services
promptly and at minimum cost

WR Y& BT B JrAT UTed HRAT, HSRUI F SR I8 &ifd 3R 3Ffpd
SHTE & FaMT, At B Ggl A1, 96t 990 R ol R IR SR BT
TYT 3 Jarsit o) AMedgde quT YATH TRTd W IuAS] BT | |

Store can be of small size, big size, fixed and even moveable.

TR Bl 3MHR B, IS 3MHR B, fRR 3R gl d& b T arg ot 81 Jpar
gl

The major functions of the stores are as follows:
WR & U949 $1 39 UHR &:

a) Receipt: Receiving and accounting of raw-materials, bought out parts,
spares, tools, equipment and other items.

TG e AT, WIS 7Y g, T, 3SR, SR 3R 3= axg3hi B! Tife
3R TRaT-SaT |

b) Storage: Provision of right and adequate storage and preservations to
ensure that the stocks do not suffer from damage, pilferage or
deterioration.

(7]



TSRO, W ST T STewur ST TRE H WHHH, @i a8 gt e o ae i w2 @ oafy, a9
I1 B Y I T fopam Sy

c) Retrieval: Facilitating easy location and retrieval of materials keeping
optimum space utilisation.

TAITGT: SPTH R IR &1 &4 B TWd §U BRI & S RIF 3R
Ui &1 gfaen Ua &=l

d) Issue: Fulfilling the demand of consumer departments by proper issue
of items on the receipt of authorised purchase requisitions.

SIRT AT SHfAH T WRie AR U g IR awgsit & Sferd | g1 SuMia
fqUTT BT T BT R BT

e) Records: To maintain proper records and update receipt and issue of
materials.

fierRg: I SifeRg 9T T T IRl &t Uity 3R SR &= &l
3 ST

f) Housekeeping: Keeping the stores clean and in good order so that the
handling, preservation, stocking, receipt and issue can be done
satisfactorily.

TSIBIUT: WR B I R ordl R & T anfep gefe, dzemn,
HSRUT, TG 3R SR} B T BT Ad oo &1 fobar o geb |

g) Control: Keeping a vigil on the discrepancies, abnormal consumptions,
accumulation of stocks etc., and enforcing control measures.

fai=or: foicral, SR Wud, Wi & =g 3Mfe R AR @A
=01 IUTT DT AR AT
h) Surplus Management: Minimisation of scrap, surplus and

obsolescence through proper inventory control, and effective disposal of
surplus and obsolete items.

SRS yeie: Ifad Gt s, qur iRy Td svaferd awgait & guTdt
AT & Ty 9§ Why, SR Ud e &I =gaH STl




i) Verification: Verifying the bin card balances with the physical quantities
in the bins and initiating the purchasing cycle at appropriate time so as to
avoid the out of stock situations.

TeTo: fEa o Higlg Hifde A & A1y fEsa H1S AW MR T [T BT
TUT I THT WR 6 I HRY BT, Al Wi TH g ! R I F1
EIECA

j) Coordination and cooperation: To coordinate and cooperate with the

interfacing departments such as purchasing, manufacturing, production
planning and control, inspection, etc.

A=Y 3R TganT: oy, fafator, Iare arerr oiR fa=on, fAeron snfe S
B RAT fAUNT & 1Y AT 3R TgaNT BT

Usually the following two kinds of organisation are adopted in
relation to stores:

AR R gHHI & oy B Fuffed & UHR & Wa 3T I &

Type (a) Type (b)

Head Materials Head Production
General Manager Materials Gen Manager Production
Purchase Manager Production Manager
Stores Manager Stores Manager

Stores Keeper Stores Keeper

In type (a) organisation the stores is considered to be a materials function
closely related to the receipt, and is clubbed with the purchasing or
materials management department. This kind of arrangement is justified
on the basis of following considerations:

UHR (T) TTed H TR Bl Wit ¥ Fbedr I Tafid arft orf 7 s g,
3R 38 BT 1 It yeeA fAHTT & 1y S fear Srar 8 | 39 oRE & saaRiT
fRofeRad foari & smyR R Ifa &

i) As the activities of stores are material oriented, it should report to a
department whose primary interests lie in the materials and related
operations



i) 9 TR BT iRl S 9w ¢, SR 33 I faurT &1 RUIE #31
TIRT forepT Urufires fga Il 3k Jsfda ufareaHt | g

i) From the total control point of view the receiving and stores activities
should be included with the rest of materials activities. This facilitates the
coordination

among related materials activities from the stand-point of operations.
Further, the inter-relationship between stores, inventory control and
purchase function will receive, proper attention in this type of
organisational arrangement.

i) $a o & =P § wity 3R verur Tfafaftt & st arEht
wfafaferdt & ary e fbar ST =1igy| U Ierer & efPelo ¥ Heifyd
Trft ifafafert & dta grag o GfauT UeH HRal 8 | 39 T, 39 UhR
B! WSS AR § ©WR, 33! FE0r 3R Tie w1 & T sicR-Tay
R Iferd e fear s

In type (b) organisation the issue in the face of stores is considered to be
more significant and thus it is clubbed with the production department.
The arguments for such an organisational arrangement are as follows:

TR (@) W76 § TR & A1 & Ge, &I 3 Tgayqu] AT ol § 3R 9
TYHR 3 Il f[QURT & Ty Sis o St 81 39 e & WAIHS
IR & U a 39 UBR §

i) In order to run the production operation smoothly the production
management must have control over the immediate material supply from
stores. This will ensure the smooth delivery of materials to the production
centres as and when required.

i) IdTEA YaeH & JaRe Y F I & 1T IdTEH e ol €R 9
JebTa It Smyfef TR g0 e Tnfee | S99 SdTeA Hal dd STl
TS+ IR IAIER & are fSaitast e gt

i) In order to avoid/discourage any kind of collusion and embezzlement
of materials, the receiving and storing should be kept separate from the

purchase department.

The objectives of the organisational decision regarding stores could be to
store and manage the materials so that they are available in good

[10]



conditions according to the speed, to efficiently supply the materials
recording to production schedules, and to perform stores functions at
minimum cost.

i) Tl & Tl off gpR @t frefhorTd SiR T § Sem/FR1Y oA & fem,
Ui 3R HSRUI BT H AU F 3ehT [T AT A1RTIHSR & Ty o
TS i &1 Ie <y Il &) TUgld 3R Usfid &1 81 gobar § dife
3T & SR B U o IuaTs B, IUTGH HIRIHH B Rbls Hd gu
TR &1 HRIAAGAS SATYf BT o Yab 3R FATH TR TR USRI BRI b
e oo o 9 |

In order to fulfil the, objectives the organisation will depend on the
situation under consideration. In addition to the reporting, an important
consideration in organisational design. is the centralisation vs.
decentralisation. Both the centralised and decentralised organisations of
stores are practised. The advantages of centralised and decentralised

stores organisations are as follows:

Ll B R HA & for, ire fraridi= Rufa wr Ak s Raifién &
3{Tal, WSS fSoe H U Hedyu! [daR HaidhRul a1 [qargiaur
21 ®R & Fdldpd 3R fIdhdied qHI qRe & e yaferd 81 Feidd iR
fIbeipd WR G & TH 39 TR &:

a) Advantages of centralised stores organisation:

®) BAIPd HSR WISH & ATY:

i) Effective and better supervision and control

THT! Td S5k Tddair Td =

ii) Reduced personnel requirement, thus involving less related costs
PR DI TIDAT HH B oITd! 7, Fora Feiferd amrd +ff o7 81 ol @
iii) Better and efficient layout of stores

WR BT dgaR Td A A3MIT

iv) Better inventory checks

v) Maintenance of optimum stores

[11]



STAH HSR T [WRWTT

vi) Fewer redundant and obsolete items

HH RIS R fvaferd ey

vii) Provision of better security arrangements possible.
TR YR& AR HT FaU™ THT

b) Advantages of decentralised stores organisation:
Q) fadh<iiepd TR TG & ATH:

i) Reduced material handling and associated work.
et v Td et i H

ii) Convenient for every department to draw materials
B AU & forg Ieht AR =1 glauree

iii) Less risk of loss by fire etc.

3T 311 & THAH HT HH SNiaH |

iv) Less chances of production stoppages owing to easy and prompt
availability of materials.

IR BT S SR Y USRI & HRUT SATGT Th D1 THIT HH gl
gl

[12]



STORES SYSTEMS AND PROCEDURES
w2 favwew sit ufsrams

The systems and procedures in stores can be broadly studied under four
heads, viz. identification system, receipt system, storage system and issue
system. The overall system of store functioning along with the major
input-output documents at each state. A substantial amount of
information is required, at every stage, for checking, controlling and
feedback purposes. The stores systems have been discussed with
reference to the physical system as well as the recording or information
system

. @R T ey 3R uferarsit &1 A1 aR R IR et & Siavfa sree fear
ST GehdT 8, 31Td Uga Yulell, Ite Yurmelt, HSRUT Jomelt 3R ST
D1 O | Tdeh o4 B U $-7Y¢-3T3CYE Gxdrdsli o 1 TR b HIHBIS
D JHY YUl | ST, R 3R Wisds Sexal & o, Tie @R IR gaf
AET H SHGRT B Maadhdl gl g1 Hifde Yol & qry-ary Repita a1
I Yot & TeH & ©R Red R 99f 31 78 B

Identification System UgdTH YoITelt

The stores management is concerned with the design and control of the
systems utilised in conducting the. store activities. A large number of
materials are being

handled by a typical store. Thus the development of an unambiguous and
efficient identification system is the first responsibility confronting a stores
manager so as to

facilitate clear internal communication. The physical description of each
item is usually lengthy and imprecise to be taken for the purposes of
identification in day-to-day operations. Moreover, it cannot be operated
on mechanical or electronic computing devices, the use of which is
increasing every day in automating the clerical operations of the stores.

[13]



One kind of identification of the parts can be done with the supplier's part
numbers. But each supplier has got his own codification system and it will
be cumbersome to operate on these numbers for the identification of
different parts.

WR ey R iR & arer & U &1 o arefl gonferdl & fEems=
SIR =0T § Heed 8 | o I R gRI S!S & Jmiil $f gHre
8T 8 | T8 UPR U WY 3R W UG WUl 1 [T T R Teitd
&1 Ugell ST 7 difdh ¥ 3fidRe TaR &1 T i 9% | T axg &
Vifereh freRUT STHAR TR el SR Sy Biell & o fe-uiferfet o werer #
TEI & 3241 & fere foram ST uerdn 8 | 39 3ralTaT, 39 TifAd a1 gaaei—G
HAT IUSRVN R T el fhar S Tabal 7, ForiesT STt ®R &
ffie Tare & Wafed - 8 R 7 9¢ 8T 81 YT &t Th IRE B
UgdH 3Myfdedl & HFT Wemsff & Iy Pt off Tbal gl Al UdH
3Yfcferat & R U T o1 Wfgaresur yomelt § 3R fafta yr &) ugem
& 1T 39 HBATS UR BTH BT Sifered G|

Thus the need to develop a proper identification system to coordinate the

activities of purchasing inventory control and stores departments with
possible integration with the operations of design engineering,
production and cost accounting can hardly be overemphasised. The use
of codification of parts can be done in any one of the following. Ways:

39 UHR, fSSIE Soifafi, Ide 3R ANTd ddih & Iarad & a1y
GHIFIT TBIHRUT & 1Y T et A0 3R HeR faurt o nfafafer &
T B & forg U Iferd uge uunelt faeRid B P awadhdl IR
TG g SR f&ar S Tobdr g1 U & TiedienRur o7 IuanT Rafafad ak
TNl 7 3 T ver & fovan o gopa 21

a) Arbitrary approach: The inventory items are given an arbitrary number

in the sequence in which these are added in the stores account. Clearly,
each item gets a

discrete number but there is no systematic relationship to the numbers
assigned to related items.

T EPDIU: S-d<l 3TSeH B TR WId | Sits o4 aTal hH H Tdh HFHMT
FoR far Sra1 31 WY ¥U I, TS 3MFeH B Uh 3dad Ie Herd €,

[14]



fp Feifd srgeH I A 78 TRewrsfl & 1Y DS AT JaiY gl gial
gl

b) The symbolic approach: This is a very systematic approach to the
design of codification system. The codes assigned to different parts may
be numeric or mnemonic (alpha numeric). A numerical system assigns a
six to ten-digit code number to each item to develop the classification
from broader to specific categories.

This is illustrated with the help of following example:

The code number of an item is 1 23 45 67; the explanation is as follows:
ydieTats RPN I8 Hieihul Yumd & fSomzd & fiu te sgd &
afRyd =PI 1 fafs Wil @1 Y 7Y Pis Feads a1 ¥ FerHs
(31T GHTHD) B Tohd g | Ueh T-TESH UTTe! YA 3MZeH &) 38 ¥ &4
3! B Hls T/ Y Bl ¢ dlis aus J ARy Afvr aw aifeo
Ao Rra fora o T | 38 Y ITex01 Y Aeg § guiiar T | fast emged
DI DHIS T/T 1 23 45 67 §; SHPHT WPIHU 57 PR 3

First digit 1 General-class

Ugell 3ieh 1 AH Uit

Next two digits 23 Generic class

SRTA &l 3f%h 23 WA aFf

Next two digits 45 Subclass

3RSl Gl 3fh 45 Iua

Last two digits 67 Specific item number
3iferr € sicb 67 fafIY g Har

This code is based on the assumption that there are maximum 10 general
classes, 100

generic classes, 100 sub-classes in each generic class and 100 specific
items in each sub class. If it is more than this limit in any of the categories,
one more digit is to be added for that category. The general classification
of the parts may be done as follows



g P 39 HIUAT WR 3uTRd g b 3iftreaw 10 g g, 100 I o,
TS MR aif B 100 I9-a7 3R UdH Iu-aif & 100 fafry awqd €1 afg
foaft off Aoft & g e 3T Sifdes B, @ 39 AR & forT U 3iR sie SieT
ST 8 | YT BT YT aFifepur 39 YR S o1 Il 8

Code General Class ®18 ITH T
1 Raw materials

2 Purchased parts

3 Manufactured parts
4 Work in process

5 Spares.

1 D=l HId

2 @G T el

3 fAfa gof

4 BT TIfd W)

5 T |

This mnemonic or alphanumeric system combines the numeric and
alphabetic notations. This makes the visual identification easier because
they are more descriptive and often shorter. Atypical example is as the
number of good alphabetical symbols is limited the system may not work
with larger number of items.

T8 W4 YEd T HEHTFgHRS TOel! TS 3R JuiATe Tdbad
Sisdt 81 I8 T UgD I T S1a1 § Hifd 3 3if¥e qui-ies iR
SRR BIC B & | ST I&TERYI U8 © b dich 3w qUIHTe Uil i
T ST g, 3afo e o8t 9B | 3ged & I 1 8] & Jobdl
gl



A) The use of engineering drawing number:

SO SIS HaR BT ITENT

The number in the engineering drawing at times is used as an
identification number in the stores. This has the

advantage of better internal communication as this number is used by
other departments. But it has the major limitation that it can be only for
manufactured

items; for bought out items a separate system is to be devised. Further, it
has the non-sequencing

disadvantage of arbitrary system.

SR SR H f3U 71T FeR &1 SHHI s IR R H Uga 9811 & dR
R 3541 ST § | 3UHT BRICT I8 § fob SO e TR 9gaR gidl § Fifdh
Y R BT FWAT AR fauTT grr off fsan orar 81 Afe 59t U st
it 7 § % g% Faa Fftfa axgsit & e € &) I §; TR U mE %
foTT T ST Ried TR ST USdl 81 $9% SHATdl, S9H THHT ey
B BT IR-3IHAU JHu o B

Receipt System WTfG orTedt

All the incoming materials from the suppliers and other units of the
organization shall be received at stores. Arrangement need to be made
for transportation, unloading and receiving of materials, and handing over
the same to custody group checking up of packages, checking up
materials with details of invoices and purchase order, identifying
discrepancies, if any, record keeping, preparation of Stores Receiving cum
Inspection Report, and for arranging despatches of materials- returned to
suppliers, sent for repair or transferred to other units of the organization.
Claims for short delivery, non-delivery or damages en - route are required
to be lodged in time with the underwriters, carriers and suppliers as per
the provision of contracts. Replacement supplies need to be arranged for
above losses and also for technical rejections (supply of wrong or
substandard materials by the suppliers)

JMYfeferatafl 3R e ot 37 SHRal § 3 arelt Joft Il ©R R ura
o1 e | UfagH, I & IARAT SR YT &A1, 9UT I fRId Iqg !
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IO, Yholl BT oiid B, T SR T/RIG SR b [AaRT o WY TR B
fAfteror fROTe AR =1, qUT Sl & sgfddmdiell ® aTuy &A, IR &
foTT USI a1 TTE B 3T SHTIYT DI SXAIART DR B AR HRAT| Y
& AU & AR A feefiadt, R-feehiadt a1 Ik # JHam & forg g
T W IHSRIZR, a6d AR Myfipdfsll & U oo by oM =gyl
SR THIAT R dhId srdiepfaa (smyfdieaiall grT Tad ar afear
Tl @Y Syfch) & forg ufauTa Siyfef o AT B Y AT B |

The stores department receives the stores both from outside suppliers and
internal divisions and accordingly there are separate receipt systems. The
system of receipt starts much before the physical receipt of the materials

in the stores. It starts with the placement of purchase order by the
purchasing department, a copy of which is sent to stores. This is
maintained in chronological order, so as to give an idea at any time about
the volume of receipt, and helps in the planning of receipt, unloading,
unpacking and other related activities. Further, the supplies while
despatching the

goods normally send an advice note to the stores. This contains
information regarding the date of despatch, carrier details, description of
the consignment and value.

Another document known as ‘consignment note' is prepared by the
transport carrier and is sent to the stores concerned. These documents
help the stores manager to organise and plan for expeditious clearance of
materials to minimise costly demurrages.

@R faum sedt amgffeatel ek siafe gum EHT ¥ ¥R U #ar
3R TSR 3ITHT- 3T TG YUITel! giclt 8 | Iie Pt yolTelt WR & Irdt &t
Hifde Tty ¥ 9gd Uga Y& it ¢ | I8 T faURT gRT Wi ey a4 &
T Bl 8, T U Ufd R &1 ol STt 31 59 BT i o F § g1
T I, ey fpaft oft v onfey &t 1 & aR # e faeR far o 9%
3R UIfGe, IR, 3FUIHT 3R 37 Fafdd fafafert o) aierr s § Aeg
e T | ST ST, [T NoTd T 3MMYfidhd! STHIR R TR &) Uh JadTg
e Vord € | SHH U1 Y ARG, T8 faaRur, ATd 1 f3avor 3fR 4 & §R
o TFHRI gl ¢ | U 39 SxIael foi) ‘SHagHe Aie' & Y H ST ST
2, URa8 a6 R JUR f3am S1aT § SR Taifid ®R &1 O Sar 81 3

(18]



TS TR BASR &) A S Y 1 B & fore wneh ot 2ty Ferdt &
fore sqafyd 3R g1 991 # Heg HRd & |

On actual. Delivery the receiving department unpacks the goods received

and checks quantity and condition of goods using weighbridges,
measuring devices, tapes, etc and tallies it with that in previous
documents. There is a packing slip inside each package detailing the
contents in package and usually it gives the purchase order number

IRAfd® FETHa WR Ul faHNT Ut JTa & @ierar § SR aoi [7o- aral
JUHRN, T 31 BT IUTNT FHXh AT 1 T 3R U H1 o v § 3R
fd Sxas & WY SIS e a1 81 TAS Udbol & e T AfhT
gdf gicht & o Oohet & wrh &1 faaRur iaT § iR SMdR WR I8 /Wi
3N T a1 R

A 'Provisional Goods Inward Note' (PGI) or a "Materials Received Report'
is prepared as soon as the materials are cleared from the receiving sections

and sent for inspections. This gives information on materials code,
quantity received, rate, date of receipt, carrier details,

supplier details, location code and description of the material.

S g IrEh @ Uity SrumT § derd) e St g oiR e & few AW
fear Siran 8, v 3| | 3ae Ale (PGI) 1 It Ut RUid duR ot
STl B | 3O ARl dls, UTe A, o), Wit Bt Y, arges faarun, sigfdesat
faaRU, ®IF B 3R Il & IR0 & TR & THHR! & St 31

All the items received are inspected and sample tested to ensure that the
purchase order specifications are made. Results of the inspection are
indicated in special testing report and a ‘Clearance Report' or ‘Rejection
Note' is prepared and sent by inspection department to purchase,
Production and Accounting departments. This forms the basis for the
preparation of "Final Goods Inward Note' (FGI)

Tt Tt aqaft o1 FRteroT fasar STt 8 SR AT TRYefuT faa T § arfes
75 Gy frar o T & @die smewr fafd=it &) g1 fasan man g1 Aftero
& ikom faRy wieor RO # axT o0 § S8R T iy Raie
3Rt Ale’ AR farar S 8 $iR e faumt gr1 @die, Iare sk
AT FIHTT Y ol ST 8 | T8 *SHfAH ATt 3M1ae e (FGI) Bt g BT SR
CERIE

[19]



FGI indicates quantity accepted and quantity received in addition to the
information provided by PGI. FGI help in preparing shortage reports,
claims documents, making appropriate payments and recoveries in case
of shortages.

THStafE, dieitang grR1 &l 18 TSR & Siefmar Wigd AT 3R I A
o1 Wt g2riar 81 Uweiens & @t RUlE, grar gxas daR &R, HH &I
fRuf o 3fera Y™ 3R el A # Heg drar 71

In case of materials received from internal divisions or returned from user
departments transfer notes or ‘Return to Stores documents are used. In
some cases, Stores Department also handle the scraps. Usually scrap cards

are prepared to indicate the nature and weight of the scrap:

3TARS TURT I U At a1 STARTehd! [aHRT & 919 &1 718 it &
A & RIFTRO Ale a1 ©R H qToRf g¥ardel &1 IuANT {61 Srd1 81 $9
AmEl #, WR fAURT Ty &) JUTEdT 81 AR R ¥hY & UHia 3R
qo &1 3T XA & foTT Thd H1S daR fbt oI &

At The Time Of Receiving Material

DOCUMENTS TO VERIFY AT MAIN GATE and Store=Warehouse
ARE

CONSIGNEE/CONSIGNOR NAME AND ADDRESS ON THE
A | INVOICE AND LR/GR COPY

P.O. NO AND MATERIAL NAME WITH QTY MENTIONED ON
B | INVOICE (Orignal Invoice).

CHECK ROAD PERMIT IN CASE MATERIAL COMING IS FROM
C | OTHER STATE.

CHECK RUBBER (N-FORM) WHEN MATERIAL IS AS NATURAL
D | RUBBER.

ENTER REPORTING TIME OF VEHICLE WITH MATERIAL IN
E | GATE ENTRY REGISTER.

SEND DOCUMENTS TO STORE OFFICE FOR CONFIRMATION TO
F | GETIT IN.




ENTER -IN TIME OF VEHICLE RECEIVED FOR UNLOADING IN
GATE ENTRY REGISTER.

NO LINES AND SPACE WILL BE LEFT BETWEEN GATE ENTRY SL.
NO IN REGISTER.

PUT GATE ENTRY STAMP WITH Serial NO and DATE ON THE
INVOICE WITH SIGNATURE.

ALL domestic and Rubber MATERIAL must be
unloaded only after Weighment is done.

1 st Weight (Full Load Vehicle) and 2 nd Weight
after Unloading in presence of security.

AT THE TIME OF UNLOADING Security and Store
Person MUST VERIFY QTY AND WEIGHT

MATERIAL Unloading/Loading WILL BE DONE
ONLY IN Presence of Security and Store.

SECURITY MUST KEEP RECORDS OF EVERY
VEHICLE BEING UNLOADED WITH TIME/DATE

RANDOMLY CROSS CHECK 20 % MATERIAL BY
WEIGHT FOR ALL RECEIVING .

EVERY VEHICLE MUST BE VERIFIED AFTER
UNLOADING THAT NOTHING IS GOING BACK.

VEHICLES WHEN UNLOADED MUST LEAVE THE
PERMISES ONLY after verification is done.

ONCE VEHICLE IS UNLOADED ITS OUT TIME MUST
BE RECORDED IN ENTRY REGISTER.

RECEIVING OF MATERIAL MUST BE GIVEN BY
PUTTING RUBBER STAMP AS PERMITTED.

RUBBER STAMP MUST BE SINGNED BY SECURITY
BY PUTTING(IN/OUT) TIME AND DATE

AT THE TIME OF LOADING ALSO SECURITY MUST
KEEP RECORD OF ITEM AND QTY .

AT THE TIME OF UNLOADING OR LOADING
SECURITY MUST KEEP RECORDS OF VEHICLE
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SECURITY MUST KEEP RECORDS BY THEIR NAME
ON EVERY WORKING SHEET THEY DO.

Storage System and Procedures HSIRUT ToTTe 3R ufspare

A Physical Systems: The design of proper shortage system is very

'

important for easy location, proper identification, and speedy issue to the
consuming department. The commonly followed systems for physically
controlling stores materials are: closed stores system, open stores system
and random access stores system. A single firm can follow a combination
of these systems depending upon the nature of production operation and
the use of materials.

ifore gomelt: Ifad HHt ol &1 fSemsT SmM wiF, IR| ugaH SR
IUUNT fIUTT P! 2 IR HA & e 9ga Ayl 31 Wifas U R
Il @ A B & fore SR TR 31UATS ST arelt qonfer §: §e ©R
JUTTE, et WR Humel 3R arefesed Ugd R YU | Sdred Sara &
Thia 3R IR & I & YR TR T Thdl B 3 YUTer) & Tarer
&1 UTeH R Tl |

a) Closed Stores System: 9G HSRR HoTTe

In such a system all materials are physically stored in a closed or controlled
area, usually kept in physical control by locking. Only stores personnel are
permitted to enter the stores area. Entry and exit of the material from the
area is permissible only with the accompaniment of authorising document.
Maximum physical security and tight accounting control of inventory
material are ensured by such a storage system

Sig HSR yurTeh: T gomeht # 9t Sl @1 Hifas €0 § §g a1 FRifd &
¥ Fufed foan o B, fol SR R @i b Hifdes = & @ S
21 HId WR BT B! €1 LR & T YW 31 B AR S 1 & I Jieft b
A% SR T Fad ifiHd axdras & A1 g g0 § | Tt HSRor yormeit
SR 3By Hifdd TRE 3R S-acT Al o1 TRed o fd=ror gfAfd fovar
1§

b) Open Stores System: In this system no separate store room exists. The
material is stored as close to the point of use as is physically possible. Such
a system finds applicability in the highly repetitive, mass production type
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of systems exhibiting a continuous and predictable demand, e.g.
automobile assembly plant. The storage facilities are arranged at each
work station as per requirement and availability of space. The storage
facilities are open and worker has direct access to it; no authorisation
document is needed. The open type of shortage system expedites the
activities, cutting down the retrieval time. Since material is used relatively
quickly it is not subject to high rate of deterioration or obsolescence. This
system places little emphasis on the security of materials. The materials
used in open system should not be easily damaged or pilferage.

3T TR Rew: 39 Riew § DI 3 ¥ ©R ¥H a1 gid1 g | el &t
IUAIT & faig & o Tva 8 b I dte Aufed b SIrdl 81 59 ave
oI YUl e dlevra arell, §8 UM W IdIed YR Pt yonferdl o
TR U1t & ST FARaR 3IR qaiqT-d AT ueffd &3l €, 98 sicidiesa
SR wWie | HSRU Jfaursf & Tdd S WIH R a=gdmdl R R
B! IUARAT P IR TARYT a1 Srar g1 HSRUr Jfaumd et § 3R
Bfdbdi B 3G db et uga 2: fhaf mifesRur cxdrae Bt srazaedr TEt
21 B JUIeR o7 G YHR Tafafday o dof R 7, S gevifer a9g
& 81 51T g | b THRR &7 SUTART SUeTHd STea! fHaT SIrdl 8, 39l I8
TR BH 1 SvEIferd 81 & 3 &} & 3fefiF 8T €1 g vomelt It bt
WM R 9gd HH SR <t g1 el Jorelt & IuaiT St o= arelt arh &
T I &ffauRd a1 IR g1 fobdn ST A1fg |

The responsibility of stores in this system is to deliver the material to
production areas and to devise satisfactory physical storage arrangements
with production supervisors. The further responsibility of the materials
stored in production areas rests with the production supervisors. The
paper work is also considerably less in open system, as it places less
emphasis on accounting control. No perpetual inventory records are kept.
The actual usage can be determined by finding the difference between the
number of items in the beginning and end of the period.

9 Jumelt § ©R @ et Iares &t § Innht ugar 8k ST
Tt P Ty T Hifdd HSRUI HaRIT R BT § | Idre &z
o TUEld Al o o &t fTHERt IdTe Tided! W gl 5| gat yore
o BTSN B W BB HH BT 3, Tl STH ol 80 W & SR far
ST g1 18 ad Jat Reple Tl 3@ Sl g1 3afy &1 YB3 3R 3fd o
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X3 B! =T & o9 SR HT Udl AR aRdfde SuanT Fuifea fasar o
Tl §

c) Random Access Stores System: This is a typical kind of closed stores
system in which no material has a fixed location, All materials are stored
at random locations throughout the store room. However, similar types
and sizes of storage equipment are grouped together. When an item
enters the stores, it is stocked at the first available storage location for that
particular group, and when it leaves the storage, location becomes empty
for any other item of the same group.

Usually a paper-work control system utilising punched card data
processing equipment is employed. On the entry of any particular items a
punched card is prepared with stores address. The requisitions are run on
an electronic device that matches the requisition with stored material
record which contains the store's address.

The most significant advantages of this system is that it utilises the space
more efficiently than a fixed location, system. Further, it provides greater
flexibility by accommodating different materials and inventory mixes with
some storage facilities This type of storage system has got certain
disadvantages too. It is feasible for large scale operations and requires a
costly control system using electronic data processing equipment. The
preservation of record card is very important; if it is lost the item is also
literally lost for indefinite period. Moreover, the physical stock verification
without this is very cumbersome and time consuming

Y30 TRIY TR ReH: 8 Ue MR UHR &1 96 ©R Ren g o fad
ot It &1 w1g T =M A& g 8, vt Il & R ©R w9 §
efd RIFl R IR a1 S1ar 81 gralie, THH UHR 3R 3HR &
WIS USRI T 1Y I fbU Ofid g1 OfF Bls 3M3eH TR H Yaw
FXAl 8, O 39 I faRY TG & o Ugel Iuas RS RIF WR Wi b
I €, 3R 59 a8 TRl BISdT &, o I THE & fabdt 317 3H1geH & fog
R W@l BT ST 8 | STHAR TR U 18 Sl RRAT JUehRUT BT SUTNT B
aTelt T UR-gb el RIed &1 IuanT fosan oira g | forht fasiy eirgen &
TA W WR & Ud & G UH U9 He R far o g1 SRy Th
ZAaCIHd ST IR I Sl & Sl W R fohd 7T el Repls & a1y SRy
&1 T HRaT & R R &1 UdT 811 § | 59 YOIl &7 oy Hgdyu! ary
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g & b I8 U 3d i gomTelt 1 Jom & S1fid S=IardT I RIH &1 3uaiT
IR g1 SUP AT, T8 $& HSRUT Yfaurs & wry faftd Imfat sik
g=dct ey &1 JUEIRNG &b 31fid TiarT UeH HRdl 81 39 UBR B
HERUT YUITeh & $& JoaM o €1 I8 98 T0M W Iaread & forg saagrd §
IR 9% R0 SAae e SeT NIRRT SUSHRU BT ST H et T HeHt
fRI0T JoMcRt & STa=Radal Bl ¢ | RBIS HTS BT Wl gd Hea@yyl ¢;
I g @Y S © l aeq ot 3ifAfErd et & forg i St 8 1 39 sraaT, 39
1 1ifaes T T 9gd SifSre iR IHg AF are §

B Store Records System: Development of appropriate recording system
for stores is important to provide right information regarding the physical
inventory andaccounting of the transaction. Two records are usually kept

of materials and other goods received, issued or transferred, namely, on
Bin (or Stock) Cards and in the Store Ledger.

R Rpls Red: 1ifde 3¢t 3R A & Al & aR § gl STHBRT
UM & & ol ©R & e Iuged RS Rrew &1 fawm dgayuf 21
S{TAAR IR UTG, SR} 7 gxidid It 3R 30 Ml & &l Repls 3@ S
&, 31ufq o @1 weie) #1S 3k @R AoR Al

a) Bin Cards: For each kind of material, a separate record is kept on Bin
Card which shows details of quantities of each type of material received,
issued and on hand each day. A typical Bin Card is shown in Figure lll. The

Storekeeper maintains the Bin Cards up-to-date and usually in duplicate.
One card is attached to each bin on shelf containing the material and
record remains with the storekeeper for reference. Some firms use the
KARDEX System in which a Kardex is prepared and updated. Bin cards are
also used as a check on the stock ledger accounts in the material
accounting division.

3 1S AP UHR o1 Il & o1, {7 o018 IR ue 31 Repls @1 oirdn
2 SN U fo uT, SR} 3R BTy § Ude UDR B IR o1 AT T faaror
fezarar 8 1 v gy fom &1 gy 11 # feaman mar 81 RS IWR 91 &1 1
3ffad AT § SR IR W gfrbe & a1 3 | 9reht ardt e R Udd
5 A Tep TS ST Bl & 3R Fanf B oy RepTS WRSIR & Ui @l 2
FO HH KARDEX e &1 ST &l ¢ foI U Slead daR 3R 3uee
a1 S 8 | {5 18 o1 IuTT Ireft aat gHTT H Wi ToR Trdl &l S
F = ¥ +ft v STar g1



b) Stores Ledger: It is identical with bin card except that here money
values are shown. The store ledger may be maintained by a separate
material accountingdepartment. The entries regarding the materials
ordered, received and issued are made from the purchase order, receiving
section report and the material requisitions respectively.

R AoR: T8 o H18 & ToH §, Riara 39 s 5o 09 & o foxam S
21 TR AoR P T T I ARAT fAHTT §RT §TE AT S JhdT & 1 3iTe
DI TS, U DI T3 3R SRT BT 75 AR & IR H ufafpat s @il
ST, TG SHTT RUIE 3IR el SR & bt Sirelt B

Issue System i yomedt

This is the last stage in the stores system. Issues can be of two kinds, i.e.,
issues to consuming departments, and issues to outside supplies for
processing. In both the cases there are certain common requirements. The
control of issues is regulated by production programmes. Based on the
programme and the bill of materials work orders are prepared, listing for
each material quantity to be issued and the corresponding quantity of the
component to be manufactured. Any material requirement over and
above indicated in the work order quantity means excessive wastage and
scrapping. Usually, the junior stores personnel are not authorised to issue
beyond the work order quantity which brings an inbuilt control Normally,
two copies of the work order or Material Requisition are prepared by the
foreman or concerned manager which are forwarded by the storekeeper
to material accounting division for pricing and entry in store ledger. One
copy is retained there and the other is returned to the originating
department Where it is used as the basis for a charge to the appropriate
production order: Adhoc material requisitions are sometimes made.
Periodically consolidated statements of such items must be prepared.
When issues are made to outside supplies, controls have to be more
formal and adequate enough to take care of payments and claims

g HSR YUITeh &1 3ifai =01 g1 9RY B & & UHR & b 7, 31,
JUHIT HA aral faUTTT BT SIRY HR1, 3R U0l & fore arest smfd &
SR BT G & I 8§ $ A HTaRISHdNd g | Ge| o1 fa=01 Sare
HTIHH! gRT A 811 8 | HRishH 3R Tl & fod & SMUR R B e
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IR T S1a &, IR 1 I a1t U el A SR fAftfd e o ara
GeH P WA T B oI SIS STt § | P MG 7 A M 31 778 foveht
1ft TrEht B Sraxgdar ¥ e g &1 o § SATH 3UeTd 3R Whit|
AR WR, AR TR HHAl B B SR AR F 31 TRt S & forg
31t T faram ST 8, o) Uep siafiga ez smar 31 o dR wR, s
STeRT a1 At SRy wid (R v H faaman T 7) & & wiat BRaE A
ST TeY® GRT JOR &1 ST & TH-a9yg W Ut awgeft & gafdsd faaron
R fohT oM =Tl oI s1edt SMyfef & g g8 a8 o &, o Y 8k
&Tal T &I = & forg Feaor oifdies siioeniyes iR yafe g =g
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Stores Accounting Systems

TR AT WOt

Stores accounting is important from the point of view of estimating the
cost of the product for pricing decisions. The costing of material has to be
done both for the materials consumed in the production and estimating
the value of materials held in stock. For the purpose of costing the receipt
of materials, the factors that should be included are material price, freight
charges, insurance, duties, taxes, packaging charges etc.

The prices quoted and accepted in purchase order may often be stated in
various ways such as net prices, prices with discount terms, free on board,
cost, insurance, freight, etc. All these factors should be appropriately
accounted while costing for the incoming materials. Another important
accounting is to be done for the issue to production and of the stocks held
at the end of accounting period. Let us discuss some of the important and
frequently used system for this purpose:

7o FyRor fFofat & forg Iarg &t anTd &7 SaH @ & RS0 § ©R
BT Hgayuf 8 | Irht Bt ANTd Iadre H Wud St T8 At 3R Tidh
o 3 TS ARl & Ged BT SgHM @ Gl & T ST ST afgy | S
B U B} AN & I 9, o SRB! ol WiHa fovar S =gy 3 &
I Pt B, AT gaTs Yoo, STAT, Yo, HR, YHRT Yoo 31 | /g
3SR T IgYd 3R WHR 1 718 HIAd SRR A a8 I FaT8 off gt
& O % g g, B Xdl & A1y Jed, Gud 311 &18, ANTd, ST, 71d gaTs,
31| 3 arelt WA S AT BT 3AM T 99 39 9t SRS! BI
I U e B [T ST 1Y U 3R AdYU aaich Iered & fog
SR} &R 3TR ST 3Hafd & 3id T I Y Widh & o e 1 81 3y 39
IR & Ol & Hedyul 3R SRR SXHTA P ST aTe TolTelt IR =i B

a) FIFO System: WIP! Yorelt

This system known as First in First Out System is based on the assumption
that the oldest stock is depleted first. Therefore, at the time of issue the
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rate pertaining to that will be applied. There is no “profit' or “loss' in the
pricing arrangements. The value of the stocks held on hand is the money
that has been paid for that amount of stock at latest price levels. In case
of too many changes in price rate pertaining to that will be applied. There
is no "profit' or “loss' in the pricing arrangements. The value of the stocks
held on hand is the money that has been paid for that amount of stock at
latest price levels. In case of too many changes in price levels the FIFO
System becomes unwieldy. Another limitation of this system is that it fails
to provide a satisfactory answer to costing-returns from stores

BE 39 B 33 Red & 9 I S SH aTelt I8 YolTel! 39 YRom 1R
TR B for T RIAT T Yoy Ugd WH g1 Sl 8| 33ferg, SR v
& T I ST o AF B e | oo ARy aw 8 Sl e at
BT 8T §1 81U H W T Kl BT Jed 98 ¥ § Ol dHaH Hed TRl W
Wi B 39 AR & farw Yrrar fasar man 81 gea & g 3ifie uiad= g
! fRUf o 39 Wefid o Ar &t S| Jed HeuRor et § oy
71 g1 e 81 81U H @ T Wb BT Hed 98 ¢ § S I eI TR R
i B I AR & A€ Yrrar fvar T 81 Jeu TR 5gd i uiad=
811 3! RURT A FIFO ToTTelt 3MTa=aes 81 SiTclt 8 1 39 JUMelt &) T 3R T
Ig § & U8 ©R I anTa-arot &1 aseHe IR o # fAwd et §

b) LIFO System: formY yomedt

This system known as "Last in First Out' System is based on the assumption
that the most recent receipts are issued first. As the lastest prices are
charged in this system, it leads to lower reported profits in the periods of
rising prices and this offers savings in taxes. In case of wide fluctuations in
prices this system tends to immunise unrealised gains or losses in
inventory. It has almost the same limitations as that of FIFO System.

g TUTTel O dRe 39 B 313 e & A T O S1aT §, 39 YR
TR YR § o T 87t &1 B 1Tt Tefte ugel IRt ot et & | fos < ot
o oY B o1 § BIFd s ST §, SHIIY dgdt dival ot ofafy § Rure
foru T gt B et aielt B ofR SR oI B §=rd gt 81 Sival § U
IAR-TeTd & HHd H I8 YUNelt gacl § Sfardidd ary a1 g1+ &I uioRiéa
B &1 STH THTHIT 98! AT & S BIh! Juneh | §



Average Cost System: ST ANTd HoTe:

This is based on the assumption that issues to production department are
equally made from different shipments in stock, i.e. an average cost of
shipment in stores is charged. It stabilises the cost figures. The average is
to be calculated by dividing the total cost with the number of items and is
to be updated with every new purchase

I 39 YROT R 34 § fob Iadre faumT & ot foe U g8, w© e o
faftrs Rode ¥ 9 0 I §9¢ 9 §, I ©R § Riode o siad armd
TTS1 D1 STl 8 | T8 AT & 3ficha] ol FRR BT § | 37d &1 T0HT Hf AN
B! aegal B GO § UG PP BT 9 =T @ik 39 & 718 @ile &
1Y 3Tsc fohar o a1y

Market Value System: STSIR Hd HUITel:

This is also known as replacement rate costing, in which the materials
issued are charged the prevailing market rates. This system
underestimates the stock on hand in the case of price increase, whereas it
overestimates the stock on hand in the case of price decrease. This may in
turn lead to writing off huge amount to make it realistic. Moreover, a
continuous monitoring of the market rates for all materials makes the
system cumbersome the market rates for all materials makes the system
cumbersome.

29 U @R arrd RuRor & w0 7 of S S g, s o) Bt 7
TR R YEfd IR &R &1 Yedb TN 91l § | I8 UoIe 9o gfg &
A & g1 B 1INg Tid & B SHiddl 8, Tais g B HHl & Amd § 98
1Y H HIN[g T P 31 el 8 | 39Pb URUTRGEY 3 gurfare M
¥ foru St A Y forgm us oot §1 39& 3efmar, I+t gmlal & forg
IOR &t Bt FRAR FARET yomelt & e s 81wt Imfat & fo
TSR &3 JUTTelt & SifSret St &1

e) Standard Cost System: A& @RTd YTl

In this system a detailed analysis of market price and trends is carried out
to determine a standard rate for a fixed period, say six months or so. This
standard rate is charged to materials issued during this period irrespective
of the actual rate. After the period is over the standard rate is reviewed
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and updated. This system reflects the efficient use of materials as the
fluctuation in rates is not considered in accounting. Moreover, it adds to
clerical efficiency as the fresh rates are not to be obtained every time.
However, similar to Market Value Approach, this also leads to
underestimating or overestimating stocks on hand in case of rising and
falling prices respectively.

39 yuelt § U i srafd, SR i o 7 o1 I 3if¥e & forg A
R FAYiRd F7 & e aoR g 3R ugft &1 favga fawersor fasan S
21 U8 A <X 39 3afy b SR SIRY Bt T3 Kl IR TS o 8, Hdl
B aRdfa® &R o W 811 Al T 811 & §1G AP &R B! GHIET DI ST
8 3R I 3USe a1 SITaT 8 | Ig oIl It & HRIA SUANT B Rl
§ HifPp R & IIR-TISIT B AWihd § T8l I Il &1 ST 3{ATdl, T
ot gerar ) S¢raT & Fif 8% IR s &% U T8l &1 Sl & | gTaiiey,
HIdhe deg 31T & JHM, T8 HHTT: ot 3R R Hroal & A J gy o
Hive Tl Bl HH T 3R 3 Bl 3R 1t & ST 81

f) System of Costing the Closing Stock:

THIYA W Bt arTa AT yomed:

The general guideline for this purpose is to use market price or stock at
cost, whichever is less.: The cost of closing stock is governed mainly by
price units, obsolescence and deterioration. In rare cases the stock may

appreciate with time. Appropriate formulae to account for these factors
should be developed keeping in view the past experience

3 3 & foIT I GRS IoiR b a1 anTd R € &1 SuanT
HRATE, S H 1 81 | THTOH XeTeh o1 AT 7 U ¥ Hed 31331, ST
3R fiRTae ¥ i it 81 gy Ama § Tie 0y & WY 96 ol |
fUSd 3 Yd D! & T TG §U 37 PRI I & T I8 & ol Iugad I
faefire fopy o =1




Stock Verification Systems
Rid AATIS YoTAt

Some discrepancies between the actual and the book balances of
inventories are bound to occur despite the diligent store keeping. The
process of stock verification is carried out for following purposes:

HER &I AGUHYdd STUTT F Fa9G Sl & IRAda® iR §& 9o &
o9 o3 fawiaat g1 e 8 | Tl I &1 uishan Fafifad sga
& forg &t et &

i) To reconcile the store records and documents for their accuracy and
usefulness,

WR & RPIS 3R Txdraeil o1 GEidbdl R ST BT e
ii) Identification of areas deserving tighter document control,
& GEATaS (G0 & Iy &3 i ugaH

iii) To back-up the balance sheet stock figures, and

o =i & WP SHids! BT 9H T A & o, 3R

iv) To minimise the pilferage and fraudulent practices.

Most companies keep an "inventory short and over" account to absorb
such discrepancies, which is eventually closed into the manufacturing
overheads account. Some of the systems of physical stock taking are as
follows

IR 3R dRaTUSt F YUISH B HH B P forul iy Hufar T
fagnfadt @1 TaIfed B & fog "3=ddt Tic TS Sfiax” @rar 3@ 5, o
3fda: fafafor sfiavge Wrd & s R faar 9 81 Wifde i o &1 8
iR 39 YR §



a) Annual or Periodic Physical Verification:

e a1 emafye Wifae gam=:

In this system the entire inventory is physically verified at the end of a
period, usually the accounting period. That is, physically verified at the end
of a period, usually the accounting period. That is, normally at the end of
fiscal year. Stocks are closed for a few days. This may necessitate the shut
down of production operations;.' the activities such as repair and overhaul
of equipment and machinery are resorted to. A special crew of store
inspectors and stores verifying officers, usually from the material audit,
physically check each item and compare the entries on bin card and stores
ledger. This leads to the formation of a list of surplus or short items.
Damaged and obsolete items are traced and recorded. This needs to
develop a detailed programme and schedule to complete the verifications,
store wise and item wise. Top management's sanction can then be sought
for writing off deficiencies or valuing surplus.

As all the items are checked at one time there can be no confusion about
any item being left unchecked.

39 guelt # Yyuf 39 @Y U Safy & i A, AR WR T Sfafy H,
Wifae U I g fear smar g1 I, T 3afy & 3id |, 3R WR ol
3afyy &, Wifde U J ganfud forar St g1 I, SmHaR R i af &
3id B Tle 3 fel & o 9 o 3T o1 81 S99 Id1e 1l &l g
BT A Bl bl §; SUBU 3R AR Pt AR 3R HTaReTe St
Tfafafert 1 TeRT feran ST 31 TR SWaeRt 3R ¥R JATg gl
B U ORI o1, AR W It 3iifee ¥, Ud® 3M3cH &I IRING U
T T R 8 SR o 1S 3R TR AR W Ufafdal &1 ga &1 g | 399
SRS 1 o aeg il Bt Y o il & | &R SiR sryaifer aegail &1 uar
TR 7T § 3R RepTs o SIrar 8 | e &l ®RaAR 3R 3MgeHaR 11
B & T U fogd rdepH IR =] fabfRid o @1 Tazaedr |

b) Perpetual Inventory and Continuous Stock Taking System:

Tad gd¢3 3R ad Wi a1 Yourer:

In case of large firms dealing with a large number of items the final

inventory system may take a lot of time and it may not be possible to shut
down the whole plant. The perpetual inventory system is a more
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appropriate method for large plants. In this method the stock verification
is done continuously throughout the year. Different methods are adopted
by different firms for continuous verification. Some firms divide the whole
inventory into fifty-two equal parts. Each part is verified every week. Some
firms record store balances after every receipt and issue, and a number of
items are counted daily or at frequent intervals and checked with the bin
cards and stores ledger. Discrepancies found, if any, owing to incorrect
entries, breakage pilferage, over-issue, placing of items in wrong bins, etc.,
are investigated and corrected accordingly. The significant advantages of
this system are as follows:

St Te § axgaft ¥ fAues arch 9t waf & A o sifaw =t vomedt o
dgd I & Gohdl § 3R N GT P! d¢ BT GHT g1 81 Jbell 81 59
Tt % for wad It ot it Iuged fafy 81 39 fafd & e wamH
R T AR a1 ST 8 | FRAR Tare & for i waf gRT SieT- S
TP YA o1 &1 $B HH G et B o1a sR1aR HET H fauifora st
& % YT BT YO &R IWTg [ha1 51 8 1 $© HH Ul UM 3R STt
T & §IG ¥R 99 Rpie Bl §, 3R B3 a¥gsll B ¢HS a1 TMAR
3feRTd W AT ST @ SR fo 18 SR WR Aok & 91y g &1 Sl |
& PRI, TG DTS [T UTS Sl &, A SABI of1d BT Sl & SR dGqaR
JUR a1 SI1aT 81 39 YUret & Heaqul ay 9 TR &:

i) The shutdown of the plant is not necessary for stock checking/taking.
WP B! A/ & T GG BT §G HRAT ISP o 6|

ii) The method is less costly, less tiring, less cumbersome and hence is
more accurate.

Tg fafY H1 Wfll, BH YBT3, HH A § 3R safen 3ifde gdie gl

i) Discrepancies and defects in stores are readily detected and are not
carried over throughout the year. This prevents damages and losses.

R ¥ fagmfaat 3iR st o1 STt | UdT T ST Tebell 3 3R 38 R I1a
eI 3T ST TehdT | S JHaH MR 81 F &1 S YheT g

iv) Slow moving stocks can be noted and proper action can be initiated in

time.



il 1Y T g7 I T W &= fear S g § 3R 997 38d 3fa
HRATS Y= BI I Gbell g

v) The stock items are kept within the limits.
WP ATgcH BT AT P HIoR 8T 1 3 |
c) Low Point Inventory System:

Some companies take the physical inventory, i.e. the stock level of stores
is checked generally when it reaches its minimum level.

$S HUHT Nfad 5at A &, 31fd TR H1 Wi TR SMHIR W I i
ST § Id I8 <gAdH TR W Ugd A1 g |




STORES ADDRESS SYSTEM
IR 9aT YoTret

The storage and retrieval are matched processes. The quick location of any
item in the stores is required to minimise the retrieval delays. It is possible
only when there is definite place for keeping each item and the item is
kept there. Moreover, the address of that place is conveniently defined A
variety of stores address systems are used to address storage locations. A
typical address system is shown in Figure VI. In this system, the store room
is divided into blocks; each block is identified by a lateral block letter and
a longitudinal block letter. Every row of shelves, within each block, is given
a number. Each row is divided vertically into columns and horizontally into
shelves. A particular bin is identified by a six-digit alphanumeric address
code as follows:

SR 3R YA forem ufsrant &1 gwffer 38 &) &r o & Ry er o
fopaft +ft smgen &1 afd WM sawas g1 I8 aHt ¥Hd § o9 Ul 3mged
1 X@ & o FfEd =i 81 8k siigey 9t @1 1 811 S0 Sfamal, 39
R &1 Ul YauTeHe ©U I aRyIid far T g HeRo R & Saifid
B P o 3T TR & ©R uar yunferdt &1 IuTNT fodn SraT g1 T
AT T gl o VI H fowarg 78 81 39 Uomelt #, ¥R w1 &1 siieb!
AU foma a1 8; e s &1 U Uref salleh 3R 3R U e sl
3{&R GRT UG 9Tdl 8 | ISP sl & HidR SIHRal o 81 tfad &l T
JR fear a1 31 vl Ufdd Y dead ©U I Wl 7 iR afow U 3
e § fauiford foear mar g1

First digit - Lateral block

Ul 37 - U sdiich

Second digit - Longitudinal block Next two digits — Row
IR 3 - e sl AT &l 3feb - Ufdd

Fifth digit — Column



3l
Sixth digit - Shelf
TSI 3P - Vb

Blocks and rows should be clearly identified with painted signs. Columns
and shelves are counted from lower left corner. Every item carried thus has
a specific store location address in the form of a code, which may be
written in the inventory catalogue, or a separate store location index may
be prepared. The location code should not be confused with the material
identification code.

il 3R Ufdadl 1 Ue fy U fugl ¥ Wy U I g1 ST a1fet | Wyl
3R reHTRRa} Bt A R 910 H1R A 31 o1l 81 39 TR & ST &F a1
TA® 3HTSCH BT U HIS & U H Uab fAfRIp WR WIF Udl 811 g, o 3¢t
Fean ¥ foraT o I&war 8, A1 Ue A ©R RIF Jadhid daR faar o
Ihdl B | R IS B! IRl UgaH ois & I Yfid =gt far s =T

STORE LOCATION AND LAYOUT
TR BT WM 3R A3

Store Location IR &I

The location of stores is a strategic decision which if once taken cannot be
easily undone. It would be extremely costly to change the storage location
at a later stage. It should be carefully decided and planned so as to ensure
maximum efficiency. The optimal location of stores minimises the total
transportation, handling and other costs optimal location of stores
minimises the total transportation, handling and other costs optimal
location of stores minimises the total transportation, handling and other
costs related to stores operation and at the same time provides the
needed protection for stores items. The models of facilities planning can
be applied to determine the optimal storage location in large size
organisations. Store location depends upon the nature and value of the
items to be stored and the frequency with which the items are nature and
value of the items to be stored and the frequency with which the items are
received and issued to the different departments. Other important factors
governing the location are the number and location of end users, variety
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and volume of goods to be handled, location of the central receiving
station and accessibility to rail or road links.

WR &1 VM T WHIfdw fAufg g SR T IR a9 & a1e S J oy et
for ST Tha 8| a1 H HERU ™I &1 Saa-T 98 He' grT | 3 SHfidmay
gerdT gAfd A & N Araurigds aa sik dieHrasg far S anfeul
WR H1 VA WIF $d URTeH, 8SefT 3R 31 AFTAl &1 1 HRl § ©WR
HT ZVAH M $d URTEH, TS 3R 3T ARTAl Y HH BT § TR B
FRAT § 3R Y g TR B! a3M & Y HTIRgd JR&fM UeH Hdl gl §9
THR & TS H A HeRU RF Fuila & & fog gfawr fFaeq &
AIEd AN fHT ST AHd | LR BT I YUfed B o arel awgsf & upfa
3R geg 3R axgaff ot et R Rk a=ar g

In general, stores are located close to the point of use. Raw-materials

stores is usually located near the first operation (in case of line layout), in
process stores near to subsequent operation, and finished goods stores
near the shipping area. The tools and supplies stores is located centrally
to the personnel and equipment served. In big plants it may not be
possible to locate the stores which is convenient to all the departments
and at the same time near to the receiving section. Usually a central stores
is located near the receiving section and the issues are decentralised by
setting up sub stores conveniently located to serve user departments. The
location and building up of stores should be done with a futuristic outlook.
The provision for the new departments and the increase in the volume to
be stored should be kept.

I AR W, WR ST & fig & i fyd g &1 F= 31 &1 ®R
THIR TR Ugd TR (@13 dA3T3e & AHA H) & Uy fUd gid1 8, Iy
WR H TS TR & U1 3R dOR AT &1 R AT 87 & U grar g
IJUHRT 3R 3MYfef ©R Hifar 3R Iusol & o H fRyd giar 81 93 o=t
T WR P W R R RGF1 4T 81 8 Ibdr g off It faurm & o
gfaers e 8 3R I1Y & U HRA aTal SHTT & Ui i 811 31 dR R U
HE WR U S a1d SIHTT & U1 U 811 8 3R STARTS ! [aHT
DI Yal & U GlaueHe ®M IR IU-KR VMU Hb Gl DI f[ddbaidpd
3 ST 81 TR &1 ™ 3R Fmfor ufawr & =foior 3 far s anfeul



U fquET 3R WU fbu o a1d afegd § g & oW wrae™ @1 S
ElRY

Layout and Design of Stores

TR P A3M3e R fewrsa

The efficient layout and design of stores is very important from the point
of view of its functioning which is linked to the overall functioning of the
plant. A good layout must bring the point of origin, store room and point
of use in adjacent and proper reference of best material flow. The planning
and design of stores should be carried out with the following objectives in
mind:

WR BT HIA AATIT 3R ST 50D BB & DB Y Tgd Heaqut
8 Ol T & T BB J ST g3 ¢ | Th 3fa 1efde ¥ Iaf & foig,
WR ¥ 3R TN & fog I Fafam Il varg & Mae ok Ifd dey
A1 =Y R BT Ao SR fEome Fafafed Se=al & e o w@d
gU fobar ST =18 e

i) To achieve maximum ease of operation with ready accessibility of major
materials.

U QR Bt debld IUAsdl & 1Y YR H SHfUdbaH ST urd
HRAT

ii) To achieve minimum waste of space and flexibility of arrangement.
R B YqH Faid! R Faw § TEarg= U $- & forg

iii) Minimisation of material handling requirements.

Il sfeiT Srazgwmarstt o gAdH HRAT

iv) Minimisation of material deterioration and pilferage.

To assist the planning to meet the objectives, following information
should be generated from the records:

I Y & 3R AR BT YAdH FHRATI ST B R HRA & AT TS
I B Tegra & fo, siftyeral § fAafafed THeRt R &1 ot a1



i) Classification of store items by size, number, weight, frequency of
handling (FSN-Fast moving, Slow moving, Non-moving), handling
arrangements, perishability.

STHR, T, IS, TSI BT ST (HTITA-aS T § e aray, it
T & Te arelt, TR-Te aTel), B ST TR, ARG & YR R HSR
XA BT afiepRun|

ii) Space requirement to store the item.

G 1 GUBIA DR & [oTY VI B TG,

iii) Units withdrawn at a time

T qHY & 10 off T gebreat

iv) Maximum number of units to be stored at one time.

T GHY H YUfgd B oI dleil Shiedi Bt fftrbar T

v) Storage facility best suiting the item.

33 % fIY HeR IUGeRT HSRUI Jfaem

vi) List of available storage space for different kinds of storage facilities.
fafird UepR & HSRUr gfaursft o forg Iuasy HeRU RIH &t G|

vii) Size and shape of the space available for laying out the stores.

TR B R B & [T IuAS R BT HTHR Td SHTHId |

viii) Prepare a flow diagram of the flow of materials through the stores.

YeRI & ATend I IRl & UdTg T UdT8 3RG IR B

ix) REL Chart for the storage of different classes of materials can be
prepared While planning the layout and design of the stores,

following factors should be considered:

fafirer Ao ot IRt & vsRu & o sRSud T1é duR far S g
21 WR & Aei3e 3R feumg &t o s9rd g9y, Fafafed eRel )
foaR foear s =nfiew:

i) The space for receipt and inspection should be provided adjacent to the
main stores.



e SR e & forg = g HeR & e Iuas Hrim ST 3|
ii) Use of third dimension must be made effectively.

TR ST BT ITART UHTdT &1 9 fosar S anfeul

iii) Different storage facilities should be situated in clearly defined lanes,
so that items are quickly stored and located.

fafire R gfaums Wy U I gy o & fyd gt ey, difes axgait
! fivar ¥ GUEd SR RMeg fohar o 9 |

iv) Main lanes or aisles should usually be 1.5 to 3 metres wide, depending
upon the type of material and the amount of traffic involved.

T O A1 TR AR 0 1.5 9 3 Hier 919 811 91T, S ARl & UHR
3R 1T &1 AET R AR HRar g |

v) Clear markings should be made at storage space to facilitate location
and identification.

VM 3R TgaH & FTH §H & o HSRU RIF R WY g a8 SH
By

vi) The fast moving items should be stored near the dispensing window;
the slow moving should be away from the window.

oot Tl & Te arelt aegstl dI faaRu Res ! & U T Anfeg; et ifa &
T drel a3l I RIS®! W g @1 A1y

vii) The layout should permit the use of modern material handling
equipment.

qsm3e H snyfie At gsfeit Suavll & IuanT &t 3rAfd I arfeul

viii) Stores layout should encourage the FIFO, i.e. the old stock should be
used earlier and the storekeeper should not be compelled to keep the new
stock above the old one

TR WSM3T DI FIFO Pl UidTied HRAT ANy, S1iid R T BT YA
Ugd gl R foran ST 91t 3R WRPIR & RA Wik & SR T Wl
G & foru q1eg g7 fasa ST Anfg

ix) Due space should be left for expansion purposes in each portion.
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Jd% HIT H AR & fore Ifad ®iF BIs1 S @nfeu|

X) A pleasing and hygienic environment must be provided within the store
room. This may be done by proper selection of the colour of walls,
provisions

of exhaust removal, provision of cleaning etc.

WR ¥H T U6 WG AR WS qIdIarvl YGH a1 ST a1fgl| I8 dlart &
T &1 I T, NPT g &1 STaRT, WTs o1 Ta=T 31 gRT fopar i
Tl gl

xi) Adequate and clear lighting arrangements should be provided.

it U9 WY UhTR a1 I HTs o1 A1y

xii) Adequate safety provisions including fire fighting equipment, alarms,
accident control and prevention methods should be inbuilt in the store
room design.

WR G & feomgd & iR Iuawur, sram, geer Faaum ok Asmum
faftrt wfed vafe QRan wrau™ siafffed 87 afeel

xiii) Special facilities, such as cold room, heating equipment, air-
conditioning etc,, if required, should be carefully planned in advance.

g 3Taxge g ot faRy gfaerstt, S 2fid we, ST Iuar, TR-darfT
31 &1 FraUTgdd e ugd ¥ &1 o= aTfeu|
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STORE EQUIPMENT
RN IGHI0T

The different kinds of equipment’s which are used in a store room can be
broadly classified into two categories, viz, storing equipment’s and
material handling equipment’s. A judicious selection of different store
equipment is a key to the successful operation of a store room.

WR w0 # sW9d [T 9 a1 faftrs R & Iuaon &1 Al R )R &l
AT B aeffep fbam ST Topem B, 3rufd, HSRUT IUBRUT 3R Il ST
IuHRuT | fafid €R IueHRull &1 fadwyul T ©R H & Thd Jare- o
il 8

Storing Equipment

HSRUT SUDBIUT

The commonly used equipment in a store room are as follows

WR 1 # AR TR I BT o aTel IUH 59 YR §

i) Platforms WehH

ii) Pallets and skids Udle 3R f&ps

iii) Cabinets SrHTRAT

iv) Stacking boxes TR BT X T

v) Special storage racks Ry HeRUI Y®

vi) Gravity feed racks W@T uﬂ‘sﬁ?ﬁ

vii) Outdoor platforms and racks TITER WeHH 3R IH

viii) Open and closed shelves E;T“ﬁ 3R dg sl

ix) Bins IEES

x) Trays E



xi) Drums SH
xii) Barrels RG]

Storage Systems Equipment
a. Automation systems

b. Lift equipment

¢. Dock equipment

d. Conveyors

e. Facility equipment

f. Bins & containers

g. Packaging equipment

The selection of the equipment shall be governed by the size, shape, other
physical characteristics, and the extent of preservation required. An open
type of shelving should be preferred for easy accessibility unless the
nature of the item needs a closed should be carefully done. The steel
equipment of ‘knock down’ variety that can be assembled and
reassembled in different forms in numerous standardised shapes and sizes
offer more flexibility. Steel equipment have advantages of strength,
cleanliness and fire resistance.

USRI BT TG PR, 3P, 3= Hifdds fAwarstt iR sa=ass dRemon
DI AT & YR TR o1 ST AT | ST Ugd o o Gl UhR b RifedhT
&I Tffear df ST Ay Sid I [ 3H1sed DI UDHid Pl §g A B
IIRGHdl A ), rayr ¥ fbar 9 afgul =i 6 fhw & Wia
IUHRT oI 3 HHBIPH Spiadl 3R MHRY § fafts =uf #f sagT 3R
A T SeT S Toharl 8, TP AT U Hd 3l LI & IuH0N &
dTehd, AT 3R ST UfeRIY & BRI § |

Material Handling Equipment AR us e IUHT

The common type of material handling equipment used in stores are as

follows: TR T T g aTal =T Indt g efei Suau fafafad &:
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i) Trolleys E\va%l@f

ii) Fork-lift truck  Whih-feTue <
iii) Hoists B9

iv) Monorail AR

v) Belt conveyor dlg® UGT

vi) Roller conveyor QeR HAW

vii) Crane B

The selection of the material handling equipment depends upon the size,
shape and weight of the items , the location of the item in the stores, etc

TRt BSfoRT IUBRU BT TG aXSHl P PR, 3Pl 3R gorH, €WR &
aEgeit & ®F 3fe W R war 31



AUTOMATED STORAGE/RETRIEVAL
T ST/ qauita

Significant developments have taken place in the area of stores
management in the past few decades. The concept of a totally automated
storage and retrieval system has past few decades. The concept of a totally
automated storage and retrieval system has been inviting the attention of
professionals to match the storage system with the rapid developments in
the technology. High rise storage systems have been commonly used in
advanced countries. Automated material handling systems are used for
the unit load type storage retrieval system. But for the system in which
different quantities of different items are to be retrieved the semi-
automatic kind of materials handling with manual operator are used. the
operator carries with him the list of items to be retrieved.

fR5d F& ax@ ¥ ©R U6E & & ¥ Tgayy fae gu &1 ¢l @E ¥
TaTferd HERUN 3R GG Yomelt 1 SrauRon Ugd $ axe! 3 It o
G 81 I RE T TdTferd HSRUN 3R YW YUl &1 SfaeRon 3 HaRuT
JuTelt B Uit & aoft § e & i fiam & faw 9t &1 e
3T fpar g1 I9d S H AR W 873 A3 WISl e o7 FW1aa
faa ST T@1 8 | gfie S TRy R Rétad R & forg wanfera ameht
SsfeiT Rien &1 aHTd fovar SIdT 81 afe 5 Riew & 31aT- 3iert A
H S1eT-S{eT a3l B ATl ST 8, 3T o A3 3iTuRex & Ty 3ref-
AT aRE Bt R §Sfei BT S fhar Sran g1 SHTReR 3 Iy
fepTelt ST arelt axgen Bt g AT 8 |

By making use of pre-defined system he goes through the store room,
stops the handling equipment at respective bins and completes the list in

a picking tour. He may go aisle by aisle or according to items in list or by
any other system. Operations Research techniques of sequencing routing
,.etc., can be applied to determine the optimal locations of items and
optimal route in a picking tour . Some of the system to improve the
efficiency of automated storage / retrieval systems as follows:
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gd-Feiia Tomelt 1 IUdiT e 98 WR T I ToRdl §, Jafid fSsb iR
SSfeiTT ISR Ahdl 7 3R fAfHT g A It B 1 Hal 81 a8 It o
TSTH & TR AT fhdll 37 YUeRt GRT TeRIR § TR I o 9ahal g
3IehHd T 3G Pt WaTeH U db-idh fUfbT R & emged &
AT M 3R AT AN & Fuikd 3 & e ang &t o1 I&d €
aTferd HSRUT / GG yonferdt 1 el § UR $H= & forg $© Jomel!
SIUBR G

i) Sequencing in an optimal way by picking tour.

SR BT T PP IYTH dRIb F SIHHUT BT

ii) Allowing a single operator to perform all storage and order picking
operations in an aisle.

TP B TR B TR H gyt HSRUT 3R 3SR o et st B &t
3fAfd <1

iii) Generating a picking list based on a single customer’s order.
THd TEH & TS P YR W I T IR FHAT|
iv) Storing items in pairs, e.g. nuts and bolts.

gt Bl TS T T, S e 3R e

v) Locating items from the rack as per the structure and importance of
orders.

3{TER P TTT 3R TEd & AR ¥ U TSTH Pl [T
vi) Allocating all items related to a specific facility to a single aisle

fopalt fafRry gfaer O et at axgaii &1 T gl iR & Sirdfed d=m

Different Types of Stores faf{d Y& R P wR
1.Departmental Stores feurddea iR

This serves a particular department of a factory. For example, in a textile
mill there can be several departments like spinning, weaving, bleaching,
printing, etc. each of which can be served by a separate store. The reason
behind this is that each requires separate kinds of materials.
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Tg fordlt Thact & U W faUTT o) Va Rl 8 | I<TeR0I & e, Ueh HuST
ora o w2 fAUrT 8 Tohd § S Harg, T8, s, Bums, 3fe, fomd 3
TP P! TP el WR gRT a7 <t o el 31 39 TS HRUI T8 § [
AP I -3 UDHR Bt RN 1 ATaTHdl 8idl &

2. Medical Store Af$®d wR
3.Grocery Store foeH B ©R
4.Industrial Store 3{ENATH ©R
5.Discount Store [STPIT W
6.Retail Store Pch? ®R

7.Receiving Store WIfeq @R

8.Rejection Store Gmﬁf R
9.Raw Material Store Hw HId T TR

This is where raw materials used in the factory are stored. Usually this is
the largest kind and the location should be such that it is situated near
main production assembly or alongside a railway, canal or river.

Ug 98 SIS & STg] HREM H LA g1 dTel el ATl ) Guifed fapar S
21 AR R U8 T 981 UHR 8T § 3R 3ThT WM U1 g1 18T 5
g8 G- SdIe Rqal & UM 1 3dd, e a1 el & fh-IR RUd gl |

10.Consumable Store 3THIST WX

Large number of materials, generally called consumables, eye-shields,
cutting oils, abrasives, gloves, aprons, jigs, small tools etc. A store stocking
such items is called a Consumable Store

3! e & g, forg S dR IR IUHNG a¥qy Hel oIl 7, o o o
&1 GR&f & foIE GId, HIea & dd, HTgs®, T, T, fofT, B JuHRul
31T | Uft g3l Y I/ AT WR B! JUHIT WR HgT o1l g |

11.Miscellaneous Store fafdy @R
12.Hardware Store Wg aﬁ\?ﬁ PTER
13.Stationary Store B IR FT©R
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14.Finished Goods Store dUR AT $T TR
15.Milk-Dairy Product Store §H-@ﬂﬁ IATG TR
16.General Store TTHT PT TR

various kinds of miscellaneous items like pains brushes cleaning materials
wood and spirit are kept here.

fafirs geR 31 fafay avqy o Ue, =1, IwTs I, adbe! 3R f8e g6t
RCATIG ]

17.Warehouse TG

18.Cloth Stores $UST HT TR
19.Garment Store URYT BT &R
20.Sarees Stores HT%TI)[ PT TR
21.Maintenance Store IERWTG €IR
22.Super Market Store gu¥ UTPhe TR
23.Fashion Store Hh¥M ©R

24.0n Line Store 3iT- GIEK] R
25.Tools Store 3HIRI BT ®R

All kinds of tools files, measuring instruments, saws, small tools like
hammers, pliers, etc. or costly scrap. Steel scrap is usually kept separately,
preferably in the open. Some metal scrap like copper can be very costly
and should, therefore, be kept safely in covered stores.

Tt UBR & MR, BIsd, AIUY & IUSIU, 3R, B 3MWR S g1,
WRR, 3 T A ThyU| WA TpU B AMHAIR WR AT F [T 91 @,
SIfa: Gal | I S & YT ThU 9gd HeT 81 Udhd o IR 3Uft 35
R 0 Y G §UER | 37T o1 91y |

26. Salvage Store F9Td (9T AT ) WK

Here materials rejected on the factory floor are stored either with a view
to salvage them or to sell them as scrap. Steel scrap is usually kept



separately, preferably in the open. Some metal scrap like copper can be
very costly and should, therefore, be kept safely in covered stores.

TgT Hhad! & B R WIS B T3 AR B a1 dY 3= T b Se-9 I AT
32 WU & TU H 994 & fore Tugta forar o 8 | T by &f 3 dR )R
3T T W1 S B, SHAM: G H die S $© U1 ¥pU 9gd AN 8
THhd § 3R UMM 3¢ W 9 I g% §U R H @ o1 13T gt
Thact & W W WIS 31 78 TR & a1 d 3T T9H S ST J AT 37
ThU & 0 H 5T P IeT I UL a1 911 8 1 T ThU Bl 3 IR TR
3T | @M ST ©, ARHFG: G FI die S $ U] by 9gd Hell 8
THhd & 3R TIT 3% WA ¥ I gh gY TR T 37N ST A1 |

28.Packing Store AT =R

Packing materials are kept here and these include wood for making crates,
cardboard cartons or bottles, as in a pharmaceutical company, or empty
cylinders.

! st ArEdt 3! el § 3R 3 she, BTSals b [Sed F1 st G b
foreit gar ot & gl §) a1 @Tel Riciex M & o st Mo giet |

29.Central Store Yo WK

There can be a central store serving three or four factories or several shops
in a large factory or it can be a central warehouse containing finished
goods. The word ‘central’ only denotes that it severs various units each of
which may have separate sub-stores or departmental stores. Central stores
also exist in multi-plant situations.

TP Ho WR dF 1 IR HREF! 97 T 991 hae! H &3 ©R BT JaT B
HAT § T I8 IR HIS @ aTdl Th Hoid MG gl Iohdl ¢ | 'HER g
$ad Ig <idT § b ug A sohrsal & e Har @ RFFd 3 ude
3IT-31ET JU-ER T fEUEHed TR 81 Uhd § | Hald TR §g-wie fufaat
H 1 g g B



Departmental Store faurfa @R
1. Group Store JU ®R

A group-store is located at the place of usage. It can be even within the
shop floor. In some companies it can happen that several factories
belonging to the same group are all in one compound. For example, the
J. K. Group of Industries has several factories belonging to the same owner,
which has been set up in one big industrial estate.

YI-ER YT &1 oiTg W f¥Yd gra1 8 | T8 Uia TR & HiaR o g1 g g |
$S HUl H U1 8l I ¢ b TP g T ¥ Yaildd B HREH U ol
IRER & 8| ISTER01 & o, 3. YU T TS & U U gt ATfereb b
B3 thigedl 8, e Te 98 NeEifiie e § wiftd fear man g

2.Site Store HISC ©R

This is usually at a project site containing building or construction
materials like cement, steel, tools, etc.

g AR WR Bt uRaSHT ®Id R gidT 8, Sigt Ha a1 fFafor ansh S
e, Wi, Ius 31 8id B

3.Warehouse Store MEH HSRR

STORES FUNCTIONS And Responsibilities

WR & B R el

The major functions of the stores are as follows:

€R & 7Y B 9 TR 3

a) Receipt and incoming goods: wIfey Td 3= arerT AT

Receiving and accounting of raw-materials, bought out parts, spares,
tools, equipment and other items. Receipt is the process of checking and
accepting from all sources (supplier-vendors, production units, repairs
units’ cash purchase etc). All materials and parts which are used in the
organisation. Receipt is the process of checking and accepting from all
sources (vendors, production units, repairs units etc) all materials and parts
which are used in the organisation.



Fe) AT, VRIS ¢ Yof, WR I1¢Y, 3R, JUHRIT 3R 37 axg3ff o1 mifey
3R TRar-SiRaT| e Tt Tl (smgfdeal-fagear, Iare SHisal, AREd
TP BT Fhe Wilg M) J Sifd 3R WIHR B B Ufehar 81 e A
ST B I arelt Tt IrwEht ofR gof| ite @t At (o, Iared
SHISY], TR SH1al 3M1Te) A Wifg 3R WhR B Bt ufshan & S Aia
o IughT &t St |

b) Inspection of all receipts: it @ﬂ% aﬁaﬁ -HI DpIT ﬁﬁ&l’UT

Inspection involved examination of incoming consignment for quality,
very often there is a separate quality control inspection department which
undertakes this work for most materials.

ASeror & S aTelt WU @} [UrE B S AT Bl §, AHRR THh ST
ToTardT T FRterr T giar @ S et i=r SmiEt & foe a8 w1 drar
gl

c) Storage and Preservation: HSRUI 3T TR&T

Provision of right and adequate storage and preservations to ensure that
the stocks do not suffer from damage, pilferage or deterioration.

Storage and preservation involves items to be big grand captain storage
beans and impounds, as usual indicates in the yard. The location is usually

indicated in the transaction card.

g gAY A & e fob Wi ol Jova™, IRl a1 fR1ae 9 9% 9 fdban

WTE, I 3R Taie HSRUT 3R TREJUT T WaeT | HSRUT 3R TR0 & 59

U8 HPT RS &1 3R Ted fbT o aTel 3MTgeH AT &, ST fob SHdR

gvuﬁﬁéﬁamw%mm&mwéﬁaﬂéﬁéﬁa%mm
|

d) Identification of All Items: T a¥g il &1 uga™

is the process of systematically defining and the describing all items of
materials in stock? All items in stock are self-identified through stickers or
pre-printed packaging. It includes the preparation of play item/stores
code, colour option of materials specifications and the introduction of a
degree of standardisation



Wi o e gt Imial & afid 9 9 uRUTNT d37 3R 36T quiH
T B UfohaT 82 Wi B Ang ot simged e a1 ti-fiice dafon &
wWeH J WY UgTH 9d 81 390 W 3MEcH/RR DS B aarl, Irdt
fafd=l & 1 fahed 3IR ATBIHR B T 33t Bt IRand fia @

Retrieval: Eﬁ';lfﬁ

Facilitating easy location and retrieval of materials keeping optimum

space utilisation.

A RITF IUANT & 4T B I §T IR & ST R FeRor 3R g
UTICT &1 A UG BT

f ) Material handling m%?;ﬁm

Material handling involves moment and handling. This can be manual or
mechanical heavy items dangerous or inflammable sports and delicate
merchandise have all to be handled differently.

Irft g sfei o eror 3R gsfelT <nfira B 1 U8 Agsra o1 Ao fed U I
Bl Tl 8, WaARAID T Saa-=id WA 3R Ao AEH Tt B S-S
THb Y U TS Bl

g) Movement of Material: IRt &7 daa-

Materials dispatched to customers from the finished goods store or from
one store to another at different location required to be packed or in
proper condition, ensure any leakage is not emerged and actual quantity
while movement.

TR AT B LR J U] B! a1 Th ¥R J g1 ©R ad fafvs R wR
Iolt T arelt IRl &) U FRas a1 Sfea Rufay & T, faredt o gR &1
fara 7 8 quT uikas & GRM SUS! aRdfdd T YA HRAT TS
gl

h) Issue and Dispatch: ST ST 3R W

Fulfilling the demand of consumer departments by proper issue of items
on the receipt of authorised issue slips or issue requisitions. Issue and
dispatch is the process of receiving demands, selecting the items required
quantity and handing them over to users or dispatching them to
customers. Materials dispatched to customers from the finished goods
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store or from one store to another at different location required to be
packed

ifrgpa el affat an et srRiel ) oy R aqeit & 3 frfw grr
Iuiad faUTT &t [T B qR1 AT A TR 07 7R U 7, aad
AET B Il &1 99 I SR 3% SUANTH 1S & JIo a1 8! Bl Vo
®1 Ufha1 8 | IR A D1 ghH O U1 Th g U GO b1 adh IeT-31eT
R TR ATEeh! 1 Wolt S aTelt Il & U T BT HTaRAHT gielt g |

i) Records: Sifeg

To maintain proper records and update receipt and issue of materials. Any
transaction issue or receipt, both must have written documents.

Iferd RepTe I1T TaAT quT Il &t Uity 3R SR R4 &1 3= ST
fpadt Hft A9-a9 & SIRI 81 a1 [T, Tl o foiRad g¥drat g1 a1

j) Stores Accounting: HSR/ WR d@i®d

Stores accounting is the process of recording details of stock movements
and balances in terms of financial value. It is sometimes undertaken by
accounts department, but there is much to be said for it being handled by
store employees.

WR PR faxia g & ey # wie 31 nfafafal ok v iy &1
faaRoT &l 3 &1 Ufshan 7 | I - o fawm g fa o &, A
RR SN GRI 8 TR o1 IR F S50 BB B o Jebell 2

k) Inventory control: ﬂ?ﬁ/ ﬁ?& IELEW

Inventory control is the operation of continuously arranging receipts and
issues in such a way so as to ensure that stock balances in quantity and
value wise are adequate to support the current rate of consumption at all
times with due regard to economy and physical stocks are accurate with
computer closing stock and manual records.

et i, it 3R el &1 TR 39 TRE AU dA BT SR 3,
R e Gffd 81 b o A SR Yo & SFuR Wi A, 8 JHT adHH
SUHNT & B UERT G & 7T TTed g, TuT el IR IR1 &1 e sy
3R M Wi, HELR FANRT Wi 3R A Repia & Y T g



1) Measurement: HIJ

Ensure all stock items in stores must have (UOM) unit of measurement.
Measurement can be in grams, kilograms, Metric Ton, Litre, Metre and
cubic meter. Store must have measurement facilities with store for proper
measurement accuracy, while receiving and issuing of material.

AT B b ©R # Ang 9l Tl smged & 71 &Y 5618 (UOM) Bt
TRTI A U, frawm, e e, ey, Hiex ik Fgfaw Hiex o 8 g
g | TR U R 3R SR = & SR Sfad A Aeidhar & forg R o
AT &1 gfaeT g anfgul

m) Housekeeping: [¢ SAaRT

Keeping the stores clean and in good order so that the handling,
preservation, stocking, receipt and issue can be done satisfactorily and in
smooth environment.

HER &I W 3R 3] UMY T a1 a1 Tg-Ia1d, TRE0T, HSRUT, Tifey
3R S B BT BT FdAoies &1 I 3R YR aTdTarol H fsar S o |

n) Display Board e e

Store must have display board for identification of material by name,
special code, grade, colour, barcode, Labels, item code, including all
relevant details, such as the location size and any distinctive features,
sketch of item and expiry date, route map of item location.

€R ¥ T, Oy ®ig, S, I, IRBIS, Tad, 3MZeH HIs gRI A B
g & fo feag 1S g ARy, forad gt urdifies faaror 2nfara & S
{5 UM BT MHR 3R DI AP fRTaT, 3igen o1 Wog IR g1 fafdy,
3TgeH RH &1 71f AFfE|

o) Control: IGLELI

Keeping a vigil on the discrepancies, abnormal consumptions,
accumulation of stocks, non-moving stock, slow moving items etc,
minimum and maximum stock and enforcing control measures.

faemfaa, s Wua, Wi & o, TR-aferd i, it 1fa @ e arf
g3t 3fe W AR TG 1, =gaw iR siftran wle iR fg=or Jural
DI AR DA



p) Surplus and Scrap Management: SR 3R WY wae=T

Minimisation of scrap, surplus and obsolescence through proper inventory
control, and effective disposal of surplus and obsolete items.

Ifara g o aur ARy Td st axget & UuTdl e o« arey
T Ty, SHfIRY TS SUET Bl AT HAT

q) Verification: cTq-
Verifying the bin card balances with the physical stock quantities in the

bins and initiating the purchasing cycle at appropriate time so as to avoid
the out of stock situations or any hurdle in issue process.

st & Wifae i AET & TN e SIS A IR BT JATUT HAT aUT
IFId I R BT Ih IRH B, difds Tl U g4 &1 U a1 IRt
B 1 ufchar A fosddt oft a1en T s 91 I |

r) Coordination and cooperation: 9~d9 T4 TeanT

To coordinate and cooperate with the interfacing departments such as
purchasing, manufacturing, production planning and quality control,
inspection, etc.

3, fafmior, Iare AT SiR 1o fFEmn, Afeor anfe S SexthiRin
U & Ty gHY 3R TgaNT HAT



Stores Management
er/ WR weu

Store management is to receive materials, to protect them while in storage
from damage and unauthorized removal, to issue the materials in the right
quantities, at the right time to the right place and to provide these services
promptly and at minimum cost. Store management, efficient management
of materials. It ensures that all the various activities involved during the
process of storekeeping are carried out economically and efficiently by
store employees.

TR TEYT $T Adad & I U B, HSRU & SR S8 JHaM iR
SFRIGA M ¥ S, Fe! AT H GrEft o Fgt 99 IR 96! i1 IR
SR =T 31R 3 Aaraif 1 qid 3R YATH AN IR USH HRAT| TR TeeH,
TR BT SRS e | T8 AT BT § o WRBIHT Bt Uichar & GRH
wfare Tt fafte wifafaftet ©R el grr enffe ok Haraads &
ST €1

Types of codification in stores

VR ¥ AfRareru & yarR

After classifying and grouping the various items in an organization’s
stores, it is useful to codify them.

foradt T % R H fafte axgait & anfferd 3R Tggiepd & & §1g, 3=
SfRdTeg 3 Suanh giar @

Codification B SWIH T/ Tigdrepur

Codification is the process of assigning a number or symbol to each store
item, along with a name, in order to make it easy and convenient to
identify.

TfRATHRUT a8 Ufehan § oW Ud® HUSRUT a%q &1 AW & Iy Teh TReAT AT
Udits Ua faran ST B, dtfe S U811 S 3R YfaUTees 8 I
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Systems of Codification wigars T $t yonferar

The common code systems, among the many used for stores (materials)
are given as below:

©R @) & o IuahT &t ST aTell % AT Bis yomfer < & e §
1.Alphabetic System: UIHTAT WUITeHt

Letters are chosen to represent particular classification. Alphabet code has
26 letters. Each position in the code has 26 possible letters, where
relatively few classifications are involved, assignment of letter designates
is sometimes arbitrarily made.

3feRt ) fagiy Frffezur o1 ufafAfiied w3 & e g ofrar |1 aufarer srs
% 26 31&R B1A T BIs T U UM F 26 FuTTAa 21eR BN €, Sef 3refepa
% Bl A BId &, 3HeR YS! BT 3rgie HHi-wft 7mm &
3 farar STa B |

2. Simple Numeric or Sequence System:

A TBATHSD T SIhH YOIt

Numbers are assigned for classification. The obvious disadvantage of this
simple numerical sequence is that there are no memory adds incorporated
in the system. A good deal of time is wasted in aching for code numbers
in materials code books.

arfferRor 3 forg TReaTt e 3 e ¥ 1 39 TR G S BT T
159 8 ¢ & Rieew § 315 90K U Xnfia 181 8| 9rell s geaa! |
D Tt & fore v A # 9gd 99 §aic gl o

3. Combination System : YIS JoTTett

Some firms find it advantageous to combine a mnemonic and numerical

or decimal system.

S BA B WA Jerd 3R WS a1 SHAd Yuell &I e
ATHEAS AT §

4. Block System: SAT® WUITEl

Blocks of numbers are reserved for specified classifications such as 1700-
1799 for the raw materials and 1800-1899 for manufacturing parts, etc.
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The advantage by doing so is that wherever numbers are not assigned,
subsequent expansion can be accommodated.

TEef & sl Ay FffeRon & fau smféd § o fs = A & for
1700-1799 3fR fafafor 1t & o 1800-1899, 3nfe| T B T &Y U8
& o orgt ot TReamt fAfy 78 ot St ©, ot a1e & faxaR &1 wemiford fosan
EIEC I

5. Decimal system: AR LRI

Numbers are assigned in such a manner that each digit represents a sub-
group or sub-account of the previous digit. The principal advantage of a
decimal system is its capacity to accommodate a new item. The
disadvantage is that it becomes cumbersome when a basic unit has many
minor assemblies which in turn consists of numerous sub-assemblies.

et 59 e § Fyid @ St € 6 ude ok fed s & 3u-ggg o
IU-WTd HT UfATTIE T 8 | SR YOI &1 G aTH I8 § fob S98 U
T GG ! THRANIT B B & giell 8 | THE I8 § % o1d U e 1S
H &5 BIC-BICT ST BIell &, Sl el H P IU-SHTa ¥ fad a1 @,
CIRECIERKEIEIN

6. Numerical system: G&ITHS JoTTet

The first or basic numbers indicate specific classes with subsequent digits

used to describe sub-classifications.

T g7 g WReATd AR 9t & Efd Rt §, JuT a1 & 3ids Iu-anffavull
&1 U B & T IuahT iy ot €

7. Mnemonic system: Fjﬁ TEI® Yorert

A technique easier to remember items and material through visual image,
rhyme or acronym. It is an alphabetic system designed with an objective
of easy memorization

T B3, Hfadr a1 g 9 & mread ¥ axgell ok ARl & are @
3T I P T dob-11p | T8 Ueh JUIATST YUITelt g ford STt T 1g Wa
> Iexg ¥ ez fpar mar @



8. Six letter - nine letter codes : T &R - 7 &R BIS
This system is widely adopted and is of immense use.

A list of words easily recognizable each representing a letter of the
alphabet.

g TR 0% =T F ST 71 § 3R ggd Iuanf g1

Yea Pt U T S ST T UG-t o Yabell &, U quiHTa & U 31&R
o1 ufafAfda el 81

ETHICS 6 Letters code of Behaviour
Al 6 31&RT BT SR Higal
PROTOCOL 8 Letters code of Behaviour
TIcIehIel 8 &R T 3R DlS
ETIQETTE 9 Letters code of Behaviour

RIFER 9 31&RT BT RV HIg

Relationship between Stores and other Departments

TR MR 3= faUr & &g day

Stores serves all departments of an organization, but the highest degree
of relations are between Purchase who feeds the stores, and Production
whom the Stores supplies various materials. Stores and Purchase, are
complementary to each other.

WR frdt Gire & gt e &t Aa1 a7 8, Afh Tad WreT Ia 5y
F o1 BT 8 S TR P HISH Iy BT 8, 3R I & o9 gidl &
o @R faftrs Irmht ot 3mgfd HRa1 81 ©R 3R 9 Th T & R ¢

Stores and Purchase HUSRR U4 %4

Apart from the close relationship that exits on a day-to-day basis in the
purchase of various items of stores there are other important activities
which can best be done by close cooperation between stores and
purchase.



g ! faftre aeganl &1 wiite | f-ufdfed & snuR W fagme ufy ddy
¥ 3QTET, 3T Hgayul Mafafirat off 8, fore gl ok Wiie & o9 ufy
TGN gRT JaiaH U I fbar ot gebar 21

These are: & %

1 Identification i.e. coding of material
Yl W UgE Suld IS

2 Variety reduction

fafderar & et

3 Inventory control value analysis
S-de =0T 4o farayo

4 Salvaging operations etc.

19 B 3Mfe

5 Stores sends indents to purchase based on inventory levels determined
in accordance with usage and delivery lead times

WR IR 3R fehiadt s T & R Fufid 3 WRl & SyR R
Glig & fY §ST Hordl ©

6 Correct specification writing, code numbers, mention of units (e.g. Litres
instead of kilos) etc., are all vital in this regard

39 Jay H 98t fafeem drad,®is I, soedl &1 S (O fedl &
oI diteR) 3nfe Tt wgayut 21

7 Determination of ‘lot sizes’ for purchase which should suit production
requirements, transport, handling and storage space

Te & 1w il Tl &1 R o SdTe sraxgedran, ulag, gsfiT
3R HSRU RIH ¥ =Y gHT diey

8 Purchase informs stores of orders placed and stores in turn informs
purchase of receipts, rejections, shortages, breakages, theft and loss, if any

U, TR B U T TR B BRI AT € 3R 98 H R, H HI Wie,
&lﬁ?ﬁ’ aﬂ:ﬁ? E'W,ﬁﬁ?aﬁ@ﬁﬁ@ﬁmﬁél
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9 Stores should inform purchase of changing production trends, slow or
non-moving stock, obsolete or surplus stock, scrap, etc.

TRl I IdTEA & Faad S, 9T 1 I Ie a1d a1 9 Ia- aid Xiab,
STYEIfera AT SRS e, Why M1 & IR § /G BT YfId BT A1feT

Stores and Production: HUSR T4 SdTGH

The production or the user department happens to be the main customer
of stores. In production meetings, if stores is represented, coordination
can be excellent. Any change in a production schedule needs to be
communicated to stores to enable prompt corrective action. After all it is
Stores that has to cater to the needs of the user departments

IdTE U1 SN [GHTT TR BT 7T UTE 81dT & | STed dod! H, Tfe
R &1 Ul fasar srar 8, O TH-ad SHY 81 Uohdl ¢ | IdTe Hriwd
H fret o 9ea & IR d ®R P gRud fhar S 9 dife aRd
JURTHAS HRATS DI off b | MRRBR, TR B g STARTHA! AU B
TR ) R AT §

Stores and Sales: HSR 3R fasst

The strong relationship between stores and sales exists in the marketing
scenario where Sales is the chief customer of the finished goods store. The
sales department wants to ensure stocks at all times and this might be a
costly philosophy in terms of inventory holdings. Close cooperation and
an integrated approach can increase profitability.

TR 3R 9! & o Aoige Jae ArebfeT uRewg # e ? oel fas! ur
ATe LR &1 T UeH o | feht faumT ex T wid A &1 argdr 8
3TR g ¢! gics ™ & HIHe H Ud W G=H 81 9ol ¢ | IS TN 3R
TP Ui VDIV ATHUST §T Tehdl §

Stores and Accounts: IR 3R @A

Usually the accounts department does all the stores accounting ensuring
a day-to-day working relationship.



AR TR T faunT 9t gl &1 aar-siaT I g, fored fea-
ufafes & & ey gRfda g g

Stores and personnel: HUSR Td H1i®

Selection of the right person for stores work and an adequate training in
storage, preservation and accounting techniques is vital.

YUSRU &1 & forT Tt aafed o1 987 duT HUSRUI, TN Td Rdfeh
! § it ufRierr Hgayu g



Logistics

¢ [ AISiRETH

Logistics refers to the overall process of managing how resources are
acquired, stored and transported to their Final Destination. In simple terms
the goal of logistics management is to have the right amount of a resource
or in at the right time, getting it to the appropriate location in proper
condition and delivering it to the correct internal or external customer.

AR T T TFTEA BT YT e, FUGId B 3R I7h i Tiqeq
I6 & S & Tae Bt T Ufshar § 81 IR el H Arforiea Y o
&g ! HET H 18 U H-A1 31 Yl 90 R Iuasd ST, 39 3RId
fRfer 7 IR RIM TR Ug a1 SR 38 Tt SHidRe a1 a6t A6 ab UgdTT
gl

Types of logistics G / Alfvied & TPR

logistics are three types AR T PR F 8ld &

1. Inbound logistics IR &1 314G / AR

2. Outbound Logistics 33T AlNRCEHT

3. Reverse Logistics a3 afifeeay

1. Inbound logistics WIaR &7 ¥Hg / AlfoTieead

inbound logistics is concerned with activities related to the incoming flow
of resources needed to make a product or a service.

T3S difvireay fHdl Iare a1 A1 & §91 & T 3awus JTieHi &
317 aTel gaTe A Geifdia Tfafaferat @ defid g

2. Outbound Logistics 3T3CaT3S AR

outbound logistics refers to activities in delivering the right product at the
right time to customers at a minimum cost. Customer satisfaction is the
primary objective of outbound Logistics.

[64]



3MICTGS NIRRT BT HIGS & gl SUIG Pl gl THY IR T6D! b
TATH NI R U | T3CASS AloiRead BT Wifle I UTead! Hi
Sl

3. Reverse Logistics Y arfories

reverse logistics is the process of moving products from your end user
back to the origin to recover value or for proper disposal.

fYaf oo ag ufsran 8 o Iame! &1 sifom Iuviied & ga ©IH a&
IO < ST STl € s Jodl Bt el Bt ol Wb a1 3ehT 3fad e far
S|

2. What is store layout? Explain the types of store layout.

WR AT T §? TR ASMIT & USRI & IR H FTg

Store layout ¥R W3M3¢

Store layout is design of stores floor space and the placement of items
within that store. Store layout helps influence customers behaviour which
means when done right, it's a key strategy to stores prosperity.

TR A3 TR & FAR WA BT ST 3R 39 TR & iR awgaii &
IR g1 ¥R AT TED! b HIGR Pl YHIAd P § Hag &l s,
et Adae ¢ i oa Te) adid @ fbar o B, o 78 TR @ wgig & i
T& Hg@yU UM &

Types of store layout &R AT F THR

store layout is mainly five types. they are

WR A3 TH EU Y U YHR S gid & | a1 &

1. Straight floor plan et dfore arerT

2. Diagonal floor plan faemof aa arer

3. Angular floor plan DIvig ad AT

4. Geometric floor plan ST Rt aierT

5.Mixed floor plan o3 dfore gom

1. Straight floor plan Hieht wfore g
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The straight floor plan is an excellent store layout for most any type of
retail store. It makes use of the walls and fixture to create small spaces
within the retail store. it is one of the most economical store design.

Teft dfora Aot faret +ff TR & a1 ©R & L Th IFT TR A3
21 U8 G TR & HIeR B 578 T & forg lart 3R frarer &1 Iuai
FAT ¢ | I8 T frthracht TR fSome- 8 9 T g

2. Diagonal floor plan ICEAUNEISE

The diagonal floor plan is a good store layout for self-service types of retail
stores. It offers excellent visibility fire Cashiers and customers. Invites
movement and traffic flow to the retail store.

f3mul TR @ W-TaT UHR & Faxl TR & AL Th ST R ASMIT g
g PRI AR TEH! & U dgadF =ad UM &dl gl Wadl R H

3. Angular floor plan EAPERISE

The angular floor plan is best used for high end speciality Store. Curves
and angles off fixtures and walls makes for a more expensive store design.

PV TR W BT IUUNT 3= IR & A ¥R & o gad sra18lar gl
fhaer 3R <IaRI & Hd 3R T ¥R fSHE & Wiel 7T s=1d 8

4. Geometric floor plan ST WX AT

The geometric floor plan is a suitable store design for clothing and apparel
shops. It uses racks And Fixtures to create an interesting and out of the
ordinary type of store design without a high cost.

ST TR @H HUS! AR uRYM $ gHMl & U Th Iuged ©R
fSTTe 31 98 S AT & oA U faaey SiR SETYRU TR HT &R
fEoga s91 & foru ¥ 3R fheR=R &1 IUTNT e B

5. Mixed floor plan Tf3a AfSra A
The mixed floor plan incorporates plans to create the most functional store
design.

ffa dfsa Ao & g it srafers @R feomsa a9 &t diemn
o §



3) Write about store atmosphere. IR & JAIaR0N /UATaRUT & TR
# ford

Store atmosphere includes the physical characteristics of a retail store
used to create an image to attract customers. It's also known as
atmospherics for short. It is a direct contribute to the customer experience.
Components of the store atmosphere consists the store exterior, its
interior, its layout and the visual display.

TR & JIAIaR0 § G R B ifde AR wnfire gt § e swam
e B BT HRA P 1T U Bfd 71 & forg fovan sran 81 39 wag o
IS % U H o ST ST 8 | 98 AES Ha W Ue e Sl g
R & dIdaRyl & °geh] H§ TR B 68l YF, 3BT HaRd U, DI
AT 3R T Y& M & |

1. Store exterior 313'\& HUSR

Store exterior which creates that first impression is an important factor in
shopping and attracting new customers while retaining the existing ones.

WR &1 T8 U S Ugell B ST 8, TRIGR! R 3R HIS[al A8 D
Y TWd §U T TEH! Bl ATHd H3 H Th HedY0l HRP o

2. Store interior IR BT AP HFT

Stores interior is responsible for attracting the customers by both actual

and potential customers to induce them to enter the store. Interior much
more crucial than the exterior as it welcomes the customer. The major
aspect of the stores interior are the storage space store security and
displays.

WR $T ARk foxr IR R JHIRAT FT aRe & ATEH! o hid
P & e RfeR a8 arfe 3 TR & vaw &3 | a8l B &t o o
3! few et Heaqul gidT € aifer g ! oI W ol 8 | R
¥ 3] o BT JoT Uge RS WY, TR B e 3R e 7

3. Store layout TR d3se

Store layout is the design in which stores area is set up. Store layout well-
thought provide the best exposure possible. They are designed to create
an attractive image for consumer.



WR A3 a8 Sz & Forgd @R & wiiftd foear Srar 81 ©R dense
33T dXE T IR AT @ S A THT TR U  HRdl g1 3 SuUHE &
1T U 3N Bfd 91 & for feeme fpumu

4. Visual display €4 ez

Adbvertising is significant but visual displays takes the customer into the
store. Retail displays are of various types. Displays are used to expose the
product, embrace its appearance to provide security, storage and to
remind the customer about planned purchases.

fAT0= Heayqul § AifdhT €x4 UaxiF UIge &1 TR # o 91l § | Gasl UaRH
s UPR & Bd §1 foua &1 IuaNT IdTE ! UelRid &1, JRem ueH
TR, HSRUI T 3R e oI o WdierRt & aR # a1¢ fiam & forw
forar ST ]

4) What is classification and codification of materials? Explain

IR &1 ffesor iR Afgdre o w82 IHense

Classification and codification of materials is steps in maintaining stores in
a systematic way. Materials are classified in such way storing issuing and
identifying of materials become easy.

IR &1 Fiiffexur 3R Tigdare iy, TafRud die ¥ HSR §9E [a &I
TP HeH ¢ | Wl &) 39 e ¥ Fiifera frar sman € fs 371 yeru, SRt
BT 3R UgaH BT T 8l T g

Classification of materials AR ®1 affemzor

Classification is a systematic division grouping or categorisation of
materials or items based on some common characteristics. Classification

of materials can be performed on different basis (eg nature,
manufacturing process, value and purpose) a broad classification of
materials is shown below.

AT H& AT FARISarsii & SR TR AT a1 g 3fi &1 U afRyd
U, TEieRur a1 Fifexur 81 Wit &1 anffeor fafid Ut G
gopfa, fmtor ufsear, geu oiR 35%0) R fordr o gabdr g1 IHiEl &1 U6
e Fiffeor e feamar mar g |



1. Raw materials b=l HI

. Consumable stores IUHT HER

. Machinery and plant ARIRY Td 9

. Factory and office equipment Haedt SR FHrafaa Iusur
5. Chemicals I

6. Furniture and fixtures WiTaR g fhaRTaR

7. Scrap materials Why grht

8.Packaging materials B IoHT Tt

9. General Stores ~ SFRd €I

A W

10. Inflammable stores SaA-RITA e} HER



Codification of materials

AW BT Higarweor

After classified and grouping the various items in an organisation stores it
is useful to codify them.

Codification is the process of assigning a number or symbol to each store
item, along with name in order to make it easy and convenient to identify.

foreft e % ©R  faft aegait &) arffpd ik Tgied H1 & a1¢ 3¢
Sfgdes S TN BT 5|

IR e TR 3MeH &I 919 & 1Y T T& 1 Udiss iy s
! UfehaT § dlfdh IY UgaTT1 S 3R JfaursHe g1 9 |

The common code systems, among the many used for stores (materials)
are given below:

YeR @) F 1T uged 3me IHRT Sis gunfedl e & e €

1. Alphabetic system gufHTE yoelt

2. Simple numeric or sequence system IRd YBATHS T &WWﬂFﬂ
3. Combination system  TgIS JOTC!

4. Block system Al uTTat

5. Decimal system R CRPI]]

. Numerical system TSP WO

. Mnemonic system W%an?ﬁ

. Six letter — nine letter codes. B8 31&R — A &R HIS

o N o

5. State the advantages of classification of materials.

T & grffevur & Y garsy



Classification is a systematic division grouping or categorization of
materials or items based on some common characteristics.

il $& TR faRvdrslt & SyR W FHRAT a1 a¥gsi &1 Fafkid
v, IR a1 afferor 3|

Advantages of Classification of Materials

T & giffevur & Ay

Classifying the items that a business holds in its stores leads to many
advantages. These include:

ol T GRT 307 TR B W T8 axg3f &1 aifihd B I B8 gid
HERERUERE

1. Helpful in Grouping of Stores Items: R 3TgcH & WH@WUT |
Heldd

Classification helps to group different items in the store. Items that fall
under a particular category can be stored in one location, ensuring optimal
use of storage space.

FifepR0 WR H fafte axgaft &1 GHgied &1 # Aeg Har ¢l [ faviy
IR P 3feid 31 aTelt TGS Pl Th RIF WR TUId fobar S Tebva §, oy
HERUI R 1 ¥ SUANT G gdar g

2. Easy Location:  3{THT &ITH

Proper classification of stores items helps in the easy identification of the
various items. Storekeepers can easily find materials whenever they are
required in the production departments.

TR B TG BT I arfiepRu fafle axgshi ot 31 Uga™ § Hag ordl
g1 o it Iare faurT & Il &) saRgsdt gidt 8, O TRBIUR ST
J gl U 9 §

3. Proper Accounting: 3fd ar@i®+

Record-keeping processes are easier when items are properly classified.

Furthermore, simplified record-keeping ensures accuracy in posting
receipts and issues in the stores records.
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o aegstt &I Sfad T § arffera fasan oman € df Rl T@m &t ufesan
3T B SIcH & 1 39 31elTal, TRelipd Rebls 3@ I R & Repls H W4
3R T, U A | TtohdT YRy gidt 8

4. Proper Care: 3t Ty

By classifying items based on value, storekeepers can ascertain their
relative importance. Accordingly, a suitable degree of supervision and
control can be exercised that is proportional to the value of each item.

T & SMYR TR ag3Hf Bl T d PR, TRPIUR 3% ATUef HEd BT Il
T Fhd g | TEIR, TAH a¥g & oI & SUTd H Tdefur iR Fu=or ot
Iuged &3 &1 v e o wean ]

5. Avoidance of Duplication: &IgRTd & g1

Proper classification helps to avoid the possibility of duplicate stock items
and materials.

Ifrd Feffeor O wies awqait ofiR IRl &t A6 d & YU S g9 d Heg
firereht 8

6. Standardization: HTFPHIBIU

Classification helps to standardize various items in the stores.
Standardization involves variety reduction using fixed sizes and types,
leading to uniform standards for similar items.

FifpR0 TR H fafte axgaif &) A idd B § Heg Bl & | HFD Bl
# fAf¥a MR 3R UPR BT IUGNT I fAfAear &1 S ST W g,
R ga gt & fore guH 7 U gl ©

6. Write about the numerical, alphabetical and colour
codification.

TP, JUMHTAT 3R T HISIHR0T S TR | ford
1. Alphabetic System GUIHTAT HUMTelt

Letters are chosen to represent particular classification. Alphabet code has
26 letters. Each position in the code has 26 possible letters, where
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relatively few classifications are involved, assignment of letter designates
is sometimes arbitrarily made.

31eRt @Y faRy arfferzor &1 wfafAfic A & forg g1 oiran 8 | Jofuren e
% 26 31&R B1A B BIs T U UM F 26 FuTTAa 21eR BN €, STef srefepa
HH aiifepR0T TES B 8, &R UGl 1 rmsTic eyfi-su g7am &
3 o T 8

Eg; BT-Bolt
NT-Nut PN-Pin
SM-Steel Mild

2. Simple Numeric or Sequence System URd HBITH® T HIHH
woTTelt

Numbers are assigned for classification. The obvious disadvantage of this
simple numerical sequence is that there are no memory adds incorporated
in the system. A good deal of time is wasted in aching for code numbers
in materials code books.

iR & forg G FuiRd &1 oIl 6 | 59 TR GBS SIhH BT WY
159 98 ¢ & Ren § 318 90K U i 181 31 ol s gaa! |
HIs Teamsft & fore vary e # 9gd 99 96ic giar @

Code Description PIs faawor

0 Raw Materials h=l Hlcl

1 Bought out items WRIG T EH
2 Gauges EiS|

3 Tools 3SR

4 Scrap DR

5 Machinery Items TR 31geq
6 Finished Products TR IAG



3. Colour Codification 33T W%WT

As the name indicates, under this method, colour markings are used to
denote code numbers. This method can be applied to codify metals,
cables, small component parts, drums of oil, and various other items. If the
colours used are not too complicated, this method affords a ready means
of identification on sight. For example, in the case of metal, colour codes
can be used as follows:

ST o6 A 9 Ul Il 8, 39 USd & ded, die =mel B gxiA & fa
7 gl &1 SUANT fordT STl § | 59 Uil ST SUANT eTqeli, aell, BIC 9eh
I, 9 & SHT 3R fafid 3 axqaft &) difsd & & fore farar o Tawar
| IS IUANT fobT 7T 11 §gd Sifed 781 8, 1 e faf 4ud  gaH 1 0
3T 1L T el § | IaTeR0T & T, U1 & HiHd §, 71 1S &1 SUNT
39 UHR a1 o g §

Green For IRON ~ @lg @ ToTd BT
Blue For STEEL  =Iall T &I & g

Red For COPPER dTd 7T did & for@

Black For ALUMINIUM TegHIaH o ford Srerm
White For ZINC oidh o foTu Othg

MATERIAL CONTROL |RTt frdzror

1)What is material control? JTHY} =0T @am 872

What are the objectives of material control? Il o & G%TRT
T R?

Material control is the main component of the process of material
management. Control over materials is of utmost importance for smooth
and uninterrupted functioning of an organisation.

It o St veeE @t ufthar &1 e U 7 | fahdt WA & gare
3R fafe Temer & forg Irht R A srdd Hewayuf 21
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Objectives Of Material Control

D210 D RCE P R R D)

“Material control is a systematic control over purchasing, storing and
consumption of materials, so as to maintain a regular and timely supply of
materials, at the same time, avoiding overstocking.”

qrEd s, amiEt B wdle, HSRUT 3R Wud R U afeyd fgaon
g, dIfes Il & afid ok I R Smyfd AT Tt o 9, Y g,
SHfAHSRUT T §T ST b |

The following are the main objectives of materials control:
el P & g Sew Refifed §

(a) To enable uninterrupted production:

fafy Idurea &1 gam w31 ¥ foe

The main object of material control is to ensure smooth and unrestricted
production. Production stoppages and production delays cause
substantial loss to a concern.

e} R 1 HoT SERd R SR Sufasfiid Sare gRfdd o gl
Ided 8§ Sprae 3R 38 A b ufdgH &y THaH S e

(b) To ensure requisite quality of materials:

ARt @1 sraféra orar GAfda s

The quality of finished products depends mainly on the quality of raw
materials used. If quality of the raw materials is not up to desired

standards, the end product will not be of desired quality which affects the
sale of the product in the market resulting in loss of profits as well as
goodwill of the concern. It is of vital importance to exercise strict control
and supervision over the purchases, storage and handling of materials.

TR IATG! ! UG I T F FUINT fbt ST aTel Foed /T bl I0ra
W R A 81 9l = At Y uren qifd Al $ U A R,
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3ifcH ITG Tifesd TUraT BT g1 BT, o1 SRR SoIR H JdE B faich
R USdl 7, o URUMHRaET JAT% & Y-y U= &t 9rg off 64 gt
21 IrER ) Wi, HSRUT 3R ZSfofT IR TRed fHEi=or 3R Tidefur o7 Ui
HRAT 3T Hgdqul 3 |

(c) To minimize wastage:

Y DI GATH HAT

The loss of material may occur on account of rust, dust, dirt or moisture,
bad and careless handling of materials, poor packing and many other
reasons. The causes responsible for such losses must be brought to light
and utmost efforts should be made to minimize the wastage of raw
materials. This is possible only by introducing an efficient materials control
system.

It T T ST, &, el ar T, Wl o WRie 3R drRdTe WETe,
BRI VBT IR F3 3 BRI A §) Il g1 T THAM! & fow fomigR
DR DI UHI H AT T IMRY 3R B AT BI Jaict Dl HH B P
foTe &R Iya YA foht ST =1fgT | I8 dad T HRIal At =T goredt
I[E TP ol GHT B

(d) To fix responsibility:

e aa &

A proper system of materials control also aims at fixing responsibility of
operating units and individuals connected with the purchase, storage and
handling of materials.

IR T B U I vuITel &1 IERa Il @ WRiE, HSRUT &R
gSfelT ¥ ISt ufkare go1=al 3R fdadl &t et aa & 1t §

(e) To provide information:

SFPR SUds B & forg

Another objective of materials control is to provide accurate information
regarding material cost and inventory whenever needed by management.

A 01 1 T 310 Ie29 UaU gRT 3aRgdhdl U IR IRl ard
IR i & YaY T Tth THGRI UM 61 §




2. Explain the different methods of issue of materials. Issue of

materials AT SR #1 &1 fafys fAftay & saram #9319l St
BT

Materials are kept in stores so that the storekeeper may issue them
whenever the production department requires these. A storekeeper
cannot materials unless a properly authorized material requisition is
presented to him.

It BT R | 34T 91§ i oid Ht Idre fauTT ol 39! azadhd
B, TRPIR Y UR] R I& | WRBIWR q9 dPb AR T8 ¢ Thdl o ab
fob I I IFd =U I HfIFHd IrERf AR IR 9 BT S

Materials Issue Methods AT V¥ &1 & d8&

To find out the cost of materials issued from stores several methods are
used. The choice of method should be based on the nature of the material
and the type of business.

CR I SR U Bt ARG BT Ul A & A4 B avlh! BT ST 1T
et €1 fafd &1 gTe Wl @1 Ul $TR e & UHR U ST g
ElRY

1(FIFO) First in First out: Uga 314 Ugd A

The FIFO flow concept is a logical one for a business to follow since selling
off the oldest goods first reduces the risk of inventory obsolescence.
Under this method, the earliest goods purchased are the first ones
removed from the inventory account.

(Ugd 3 Ugd T ) UaTg aURUT fhdt sgaary & foru aifbes § ife
T R AT P TS a2 § 34T vaa &1 SiRaH &1 81 SId1 81 39
Ugid & dgd, 99 Ugd TRl T YHH & 39¢T T F Ja Ugd gerdT
ST g |

2. Last In First Out (LIFO) Method: ARE 34 B 313¢ (LIFO) fafdr

LIFO is another Material Issues method that is most commonly applied to
an organization's inventory valuation procedures. Under LIFO, the
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valuation is structured around the concept that the last unit of inventory
received (the newest inventory) is the first unit of inventory used.

(ARE 37 B 33T ) T 3R Aefae g fafdy g S ot Tre1 ot 5t
U vfoarstt W ge¥ Sifid AR Bt §1 LIFO & I8, Jedio 39
TR & TN IR B b o1 34t 3t sifaw 31 (\diaw 33¢))
SN 1 7S 3¢l Bl Ugell 318 6 |

3.Average Cost Method: 3 anTd fafy

The average cost method is another material issues method, based on that
all of the materials in the store are so mixed up that an issue cannot be
made from any particular lot of purchases and, therefore, it is proper if the
materials are issued at the average cost of materials in store.

3 arTd fafyr ue s arwh ffw fafr B, e saR @R &
IR sa-t fAfEd gidl 8 o @lie & ot faviw afe 3 ffw =) fear o
Tl §, 3R 39T, I8 Ifud g for Il & ik & wnlt ot oigd @
R SR foear S|

Average Cost may be of two types:

3 AT & YHR B & Whet @
1.Simple Average Price: iXd 3fd Y

A simple average price is calculated by dividing the total of unit purchase
prices of different lots in stock on the date of issue by the number of prices
used in the calculation and the number of different lots is ignored.

WA T G B AT IR HRA &1 [l R e & fafv el &t gars
WG DI o GRT D TUHT H TR el b ST F TaUIiord b b Sirelt
& T faft dfel Bt e ) T3S I T W 7 |

2. Weighted Average Price: yii¥a fEa Ha

A price which is calculated by dividing the total cost of materials in the
stock from which the materials to be priced could be drawn by the total
quantity of materials in that stock. The weighted average price takes into
account the price and quantity of the materials in the store.



THh O ST 0T 39 Wi | Hivlg MR & $d anTd &1 39 Kl o
Hile A Bl o 7E § UG B 1 S 7, wiet @ e i
1 ST Tl QAR &I FeTar S T 8 1 Hikd 3id Jed o ©R § HiNg
TR &t B SR A B e H 3@ ST g |

5.Inflated Price Method: §@! g8 ®iHd fafd

Some materials are subjected to natural wastage. Examples are (1) material
lost due to loading and unloading, and (2) timber lost due to seasoning.
In such cases, the materials are issued at an inflated price (a price higher
than the actual cost) to recover the cost of natural wastage of materials
from the production.

S I WHfas sueqg & 3 Bt g1 IRy § (1) ST 3R
SFRAIET & BRI Wi T3 I, 3R (2) WA & BRI WIS TS dHal|
T g H, IdTe- S Il &1 Wi fas Sefd) &1 and ageq & for armft
®! 941 g3 PIAd (@RAfdS AN F 3fF BHIAd) W SR} fovar oirar 3|

6.Specific Price or Identification Method:

fafRre ge a1 ygam fafy

It is one of the material issues methods that can be applied in situations
where different purchases can be physically separated. Under this method,
each item sold and each item remaining in the inventory is identified.

78 Yifad G5l & Rl 3 I T & SR 37 Rufaat & ary fvar s wwar &
et faftr @i o1 Wifde U 3o fobar o Ioar g1 39 fafd & dgd,
< 7T T a¥q 3R 34! H ol 88 U a¥q B! Ugd Bl ol 8

7.Base Stock Method: 9 ®ie fafy

The base stock method is a valuation technique for the inventory asset,
where the minimum amount of inventory needed to maintain operations
is recorded at its acquisition cost, while the LIFO method is applied to all
additional inventory. This approach is not acceptable under generally
accepted accounting principles.

o9 e faftl g9¢t uRuftr & o T Hedich deb-itep &, Wi e bl
T TG o foIT 3Ta=a® Sdct ! YAad AT &I 3T UG aTd WR
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ol fara e 8, Sfafes LIFO fafd ot @uft sifafvad sadt ur @y fosan S
21 g =HI0 31 dR R Wiepd eRaie Rigidl & ded Wi el 31

8.Highest In First Out (HIFO) Method:
I=ad Y= UYH ¥a% (HIFO) fafr

This method is based on the assumption that the closing stock of materials
should always remain at the minimum value; so the issues are priced at
the highest value of the available consignments in the store. The method
is not popular as it always undervalues the stock which amounts to
creating a secret reserve.

Tg fafd 39 yron W enerla g & anmh &1 sifaw Wi gaen Yaaw g
IR G I18T; SHIE ¥R Iudsy WAl & I=add e R &l &1 Hid
T4 Bt It 8| T8 fafd Al 8t § e a8 R Wid &1 HH Gedid
F g o T T Rord a9 & SRR 5

3. Distinguish between stock card and stores ledger. Bin card

TP BIS AR TR ok & §14 i garse| foq 18

Bin implies a container or space to keep materials, and with each bin, a
card is placed, that comprises of details of material received, issued and
returned. Moreover, it contains details relating to the number of items,
their description and relevant notes (if any). Bin card is used to
quantitatively record the items received, issued and remained in the
stores. As and when the transaction takes place, the entry is made in the
bin card, after which the materials are taken to/given from stores.

fS &7 Aaae ¢ Il T P o T R a1 o, iR Ude fo & 91y
TS HTs @1 ST 8, fSad U, SR 3R aug ot 78 Jrft 1 faavon gian
21 3P STaT, T JXgft B T, ITT f3avur 3R i ey @fe
®I3 8 ¥ Yafid fyaror wfera 1 o 1< &1 SuanT ur, SR 8fk WR #
g a1l Il ®I AETe® TU J Rebie & & forg fovar Srar g1 o oft
-3 BT 8, Ot fo 18 # ufafy o1 ol B, o o1g Ireh ®R ¥ ot
STt 8/ STt g




Stores Ledger

TR JTdT 9t

Stores ledger may be defined as a record maintained by the cost
accounting department of the enterprise. It is an assemblage of cards or
sheets, which are maintained to keep a record of quantity and cost of
material received, transferred and remained in stock. It comprises of an
account for each item in the stock room that keeps the record of:

I AoR P IYH & AT ARdT FIHTT gRT §91E 78 Repia & =0 H aRHmfa
a1 S g1 81 I8 P1e U1 Xic &1 U FaIod 7, S8 U, gxaiand 3R
Wi H AT IR T AET 3R AT BT Rebls 3@ & folU §H1¢ a1 Sran g
390 Wi TH H UAP 3M3cH & oY Uh WTdT AT 81T § Sl Rl Jad
g

- ltem Name 3{IgcH AH
- ltem Code 3T3cH HIS

- Quantity HIAT

- Type UPR
-Rate &

- Amount  HIAT



Differences between stock card and stores ledger BASIS FOR

COMPARISON

WP FTS MR T AoR & ST 3iar a1 o7 3MUR

Meaning

What is it?

Responsibility

Location

Details

Interdepartmental
transfer

Entries

Recording

BIN CARD

Bin Card implies a
quantity record of
the receipts, issue
and balance of
materials in stores.

It is a recording
document.

Storekeeper

Kept inside the
stock room.

Contains
quantitative details
only.

Are not shown in
bin card.

Entries are posted
when  transaction
takes place.

Transactions are
recorded
individually.

STORES LEDGER
Stores ledger
alludes to a
subsidiary  ledger
that keeps track of
each and every
transaction relating
to materials in the
stores.

It is an accounting
record.

Cost accounting
department
Kept outside the
stock room.
Contains both
quantitative and

monetary details.

Indicated in stores
ledger.

Entries are posted
after  transaction
took place.

Summarized
transactions are
recorded.



4. What are the documents required for issue of materials?

It S #A & T $19 | XAy awu® &2

The normal process of purchasing, storing, control and issue of materials
consists of the following documents

JEiEl @ Te, HeRU, I ok SRt 94 &1 MR ufshar
fgfefad axaa e g §

1. Bill of Materials: |l &1 Gt

Bill of Materials is a comprehensive list of materials, with specifications,
material codes and quantity of each material require for a particular job,
process or production unit.

It will also include the details of substitute materials. It is prepared by the
engineering or planning department for submission of quotation and after
the receipt of work order.

fya sifs mefiaw Il &t e o gt §, o fadt fady &,
UfshaT a1 ITe 3hTs & AU 3HTaTH YA It &t fafRiydny, Irei sis
IR T TSI © | ST UfrRTo S & faarur off wnfere v 59
St o1 s faUTT gRT BRI TRgd B 3R BT 31 U 4
¥ T dUR foar Srar g

2. Purchase Requisition: URaw @9iIRM/ 9 Y

Purchase Requisition as “an internal instruction to a buying office to
purchase goods or services. It states their quantity and description and
elicits a purchase order”.The manager in-charge of Purchase Department
should obtain requisition from the Stores in- charge, departmental head
or similar person requiring goods before placing orders on suppliers.

Y AU @RI BraTerd I HIe 1 YTl &) @eie & o e stidlke sy
21 I8 3! HET 3R fIaR0T g1l § 8k Wil 31w Und &Rl 8" T
faUTT & TURY Usys B sMgfdmarelt &I e 37 F Ugd ¥R TURY,
fQUrTia T a1 |Te St HIIRIHdl aTd JHH fdd ¥ AU U BT
Bl



3. Purchase Order: 59 31X

If the Purchase Requisition received by the Purchasing Department is in
order then it will call for tenders or quotations from the suppliers of
materials. It will send enquiries to prospective suppliers giving details of
requirement and requesting details of available materials, prices, terms
and delivery etc.

g Hg fAUTT 3 U %9 SFRIY et § df 98 AT & gfddarstt J
fAfaems o1 S AT g8 Tuifad smyfdddiselt @ srawadsdr &1 faavur
33 U UDAIS WO 3R Iuctsd It Hed, Ta 3R feefiast 3fe o1 faamom
TR

4. Material Inspection Note: 9Tt fAdteur A

When materials are delivered, a supplier’s carrier will usually provide a
document called 'delivery note’ .After receiving the materials the
Inspection Department thoroughly inspects whether the quality of
material is in accordance with the purchase order and the quality of
material received and it prepares a note called ‘'material inspection note’,
copies of which are sent to the supplier and stores department.

o T faaid ot o &, d siyfdedl &1 aree sk W fEatadt e
A U XA UG HRal ¢ | I UTed & & a8 FAeon faumr gt
e A AAeror FHxar ¢ b 1 ARl &t uraRT WRie SRt SR uTe Ardt
@1 UGl & T § IR I8 e e e’ e T e TR Sl
2, forgat ufaat syfferdl 3ik HeR faumT Y Joft et B

5. Goods Received Note (GRN): HTd UIftey e (SHSREA):

Once the inspection is completed, GRN is prepared by the stores
department, and copies of GRN is sent to the purchasing department,
costing department, accounts department and production department,
which initiated purchase requisition.

R0 Q1 81 M & 918, WR fAURT gRT SHRUA daR 31 o 8, 8k
SII3REA & Uferat s fauTT, amTd fAHmT, aRar faumT $ik Iare faum &t
ol St €, iR Wi 1 = @t R



6. Stores Requisition Note: ¢RI 3RI¢ Fie

It is also called ‘'materials requisition note’. When Production or other
departments requires material from the stores it raises a requisition, which
is an order on the stores for the material required for execution of the
work order. This note is signed by the department in- charge of the
concerned department. It is documents which authorize the issue of a
specified quantity of materials.

O IR A7 O Wi BT ST 8 | OiE SATe A1 3 fIHET & TR I Irdt
B SATTLYH BIcht & dl 3 T |l U SR} B &, S 1Y S b Feare
& forU aazge et & 7T WR W T 31w g1 81 39 Aic W Ysfid
fAURT & TURY GRT SX1ER fT S1d &1 I8 TP GXadl § ol Il &1 Th
fAfdy T ot A B sified FRar g

7. Material Transfer Note: Jr RITHIARUI e

If materials are transferred from one department or job to another within
the organization, then material transfer note should be raised. It is a record
of the transfer of materials between stores, cost centers or cost units
showing all data for making necessary accounting entries.

g 169 & MR T faumT a1 et ¥ gER faumT & wnl RmEfaRd &
STt 8, o Il §XaiaR T e ST ST A1 U8 TR, ARTd dhgl a1 dnTd
SHIRA P S Ul P BXIIARUN BT Th Reobie § Sl 3Maudh Adich
wfafdar s & faw @t St feamar B

8. Material Return Note: 9Tt argit Aie

If materials received from the stores are not of suitable quality or if there
is surplus material remaining with the department, they are returned to
stores with a note called ‘'material return note' evidencing return of
material from department to stores.

e TR Y U A SUge T[UTaRdT &1 g & a1 f[aqTT & O SRy At
¥4 g €, a1 I IR aruRft Aie’ e T Al & Y ©WR B a0 HR
fear Sar 8, St fQumT @ R &) Il St aro o1 TH B



9. Bin Card: fa &18

A 'bin card’ indicates the level of each particular item of stock at any point
of time. It is attached to the concerned bin, rack or place where the raw
material is stored. It records all the receipts of a particular item of materials
and its issues

o w1 fordt +ff T i & Ude IRy 3Mged & Wk &l 5 BT 8|
T Y&fid fF, Yo 1 39 W ¥ JS1 811 § S8l dHedl HIdt WIeid ot S
21 T8 Il & e Ry smged &t wuft witrdt ok 3% 4gl &t Ravia
IRAT

10. Stores Ledger: &R WTdT 98!

Stores department will maintain a record called ‘stores ledger’ in which a
separate folio is kept for each individual item of stock. It records not only
the quantity details of stock movements but also record the rates and
values of stock movements.

¥R fIURT €R R’ AHe T Rels sHY @ s € & Uds
3M13eH & foTg U SIerT WIfeR a1 ST 8 | $9H 7 hdd WKl Haue &1 AT
&1 faaRUT g fbar oiTdT @ sfeep e gafie oY &¥ 3R 7o it of fbu e
gl

5. Explain the procedure of material inspection. Inspection of
Materials

it fAteror &t ufsrar gusmse | sl @1 Afeor

Due to the growth of precision capabilities in measurement techniques
and manufacturing processes, new products have been developed, along
with quality improvement routines for old products. As a result, it has
become necessary to thoroughly inspect any materials purchased either
at the supplier's warehouse (or godown) or at the time goods are received
by the receiving department. The main aim of the inspection is to prevent
the production of non-standard items. As such, an inspection of
materials is of the utmost importance; both quality and quantity must be
checked and inspected systematically.
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Procedure of Material Inspection

|rElt fadteror ot ufsean

1. Pre-inspection Steps Td-fai&ror aror

Materials inspection is also commonly called an inbound or receiving
inspection and there are some steps performed before the actual
inspection. Your receiving department will have its own process that will
include things like verifying and recording the quantity received the
referencing purchase order number, and whether or not the material order
is complete.

Il fAfteror dF 3 IR W 3AarSS a1 Rifa Aderor ot wer orar § 3R
JRAfad R 8 U $© HaH 3o 1d & | 3Huh Rfifam feurcde ot
3ot wifshar gt fored ure A, defifa @die offér FaR @t gfY iR
Repire oret =it Jfire g, ofR Ig ot o Trht oifex g gon & a1 et

2. Photos. dw&IY

It's a very good idea to capture photos or videos upon receipt of materials.
An easy way to do this is to use a tool such as Maintains that enables you
to capture photos, tag them, and store them within each inspection form.

IR U g R Wie! a1 dif$al R -1 Uh 9gd $sT faaR g1 T
TR BT TS MM dHT HeAd ol ¢ BT JUANT AT ¢ Sl SATAH! il
PER DI, I T B 3R U e wid & Gugid o3 & e -1
gl

3. Review Project Specifications

uf¥aisrr fafRyare &) aefien o3

This is a critical step, and it needs to be performed before you start your
physical inspection. You need to know the set specifications of your
project in order to know if the materials you received fall within tolerances



U8 U HEdYUl e B, 3R 38 3muss Hifdes e IRs &7 J ugal fvan
ST =R | TP T S & forg 3= Miviae & Ruiia lafad=it ot s
BT % Smue! S wrrht fireft © 98 Te-itaar & fiaR st § a1 =7gt

4. Physical Condition of Material
Al @1 vifoe Rufa

Create a sampling process where you randomly pull materials and check
their physical condition. How this is handled will clearly depend on the
material, and it doesn't necessarily mean you have to eyeball every single
piece that was delivered. Apply a set criterion, which if it isn't met, means
the shipment isn't fit for production.

TS THATHRYT Uiha ST STgT M7 JaRaiid &7 & It Wiad § 3R It
Wi R 3 Sifa 3= §1 8 FI JUIAT o1l § 98 WY 7 IEl )R
R Ham, SR TS Hdad I8 Tl ¢ & 3P &R T Ths B! ToRk q
S BT ot fyaRa fora am i we Feila oS ang &, S SR IR
T B B, O 39T T @ o Riodie I & forg Iuged Tet 81

5. Make & Manufacturer 131 3iR fafar

This is a fairly simple step. Confirm that what you received is from the
confirmed manufacturer or trademark holder.

Ig U 9gd ol WRd ®ed ¢ | IfY o fas 3mge! ot e § ag ywnfrd fafar
T TSHTD YRS I g

6. Confirm Certifications YHTUTGS &1 gfY ¥

If the materials you are receiving should meet specified standards or
certifications for example, UL or CSA(Certified Security Associated for
safety and quality)—make sure they are appropriately marked.

gfe 3y S It UTd R I8 © 98 ey Al ar ywrorgE
(SCTERUT & fo1T, UL TT CSA) BT TR BT &, JRam 3R qura &
fore v Ren TS A YAT & fe 3 IR =u @ fafga
gl




7. Storage Requirements HSRUT GIWTE’

Assuming your materials have passed inspection, check for any special
storage requirements. If so, materials should be marked or tagged
appropriately. It may even be wise to include a final photo requirement to
show the materials in the place where they need to be if a shipment of
refrigerated produce arrives cold, but sits in receiving for 24 hours before
being stored properly, this defeats the purpose of the whole inspection.

E o 5 emuet gl eor # o @ T 8, o feadt foRy disrur
IS 13N B irg B | afe VI ©, d Il & Ifad =u A fafga ar e
farar ST =R afe YpeRes Idre &1 Riude 31 34mar 8, afe 3l
TUEId B9 T U 24 e I U B H 38T §, o It &bl 39 ”IF R
feam & fo sifaw Wit savadsdr &) AT w1 +f gfgar 8 g g,
e 3¢ BN 1R T, I8 R e & 3220 Pl fathet B T B

6. How can you organize materials efficiently?

3ATY I ) PRCAIYd® HA AU P THd 872

Issue of Materials I SR ST

Issues from stores must be efficiently organised so that the requirements
of the production/operations department can be met.

WR ¥ 3 ad IHHE P HRAAYdd Hareyd foar S aifgy dfes
JTGH/HATA fAURT BT STa=ah s ol G fasa S Hab |

1.Issue on request: 3FRIY TR TR B

This is the most orthodox way of issue wherein the indenting department
normally sends a man and collects the materials from stores.

g TR} IR BT T =fedld! dRidT ¢ ord T faUNT SMHaR W U
3feHt BT o § IR gb! ¥ Il Tehd Rl B
2. Issue per schedule: 3IgH & AR SRT

In a batch production unit sometime, the requisition for issue of stores is
sent well ahead indicating when, i.e., the time and date it is required. The
stores department will collect all the materials and keep them ready. Then

[90]



it will intimate the indenting department about this. Depending on the
prevailing practice of the industry either they are collected from stores or
delivered at the shop floor. This is desirable in order to prevent any loss of
man-hour caused by sudden absenteeism of a worker in the production
department.

9 IdTG 318 § H-Fl, WR TR $5RA & T SRy 1! uga gt O
fezr Srar &, fored a8 aamn o § & &e, ar forg I ofk ania !
A Hdl 81 R faumT Tt Imfrd &) ted ST 3R I8 daR T/
R I8 3T IR W AT H3A aTal faHTT &1 Gfad S| LT & Yaferd S1ar
F YR W T 1 I8 ©R Y THA fobdl Sl € 1 g F & B W Ugarn
ST 8 | IcATeH faumT & freht Sl &t sremid SufRUfA & SR aral
ferft +ft AIa-5e 3 THHM B b & 7T Tg aiea B

3. Imprest issues: 3R g,

In this system a list of certain items especially for tools and components
and in specified quantities is approved. The list is then held in a sub-store
or tool kit near the shop floor.

29 YU # $© aegsit & Y, W dR R HNRI 8k gew! & e ok
Ay e & wWigd &t At 81 R G2t &1 gh & U U SU-4SR a1 ¢d
fpe A @ o gl

4. Replacement issue: U =ITTT eI

In most engineering industries a large number of workshop machines are
used. So there will be considerable requirements of tools and gauges.
When a fresh issue has to be made the machine shop operator may be
asked to return the old ones to the stores and obtain new one for
replacement.

BT SSNARTT I § 95 We H g =ITg HRAA! &1 SUART fhar Sirar
21 3RTT JUHRON 3R 7T B HTHY SaIHd gIT | STd HIg 141 3G M
BT 8 ot 1= 2T SiRex J FHgT o FblT & fob a8 R AT 1 R o
a0 R ¢ SR g H 78 A A o |



5. Loan issues: U T

The issue of stores on loan should, as far as possible, be discouraged.
Situations often arise where some amount of spares; electrical fitting, etc.
are required on emergency basis due to some breakdowns. In such cases
the materials are to be issued on a loan basis.

Sl 9@ YHd g, B W JMEH o & e, B galcied fbal o deu|
3R U aRfUFT Siicft § TTeT 8 Sdhers & HRUT AUTABTE YR
WR $S THT H TR Uy, forelt 3t f6fe anfe #t srazaemar Bidt 31 99
A | 9HU B0 b YR UR SR &1 ST iUl

6. Stock records: Wi®d RPis

In a store-house where thousands of transactions take place some amount
of records are to maintained. This makes it possible for the storekeeper to
make an entry of all transactions.

TP WR-B3Y A ol §9RI AH-¢7 Bid ©, 981 $© AT # Rebls a1 a1
USdl g1 39 WRBIWR & fag T+t a-37 &1 ufafd &1 Tyd gt o |

1. Basic Requirement of material issue

IRl 9 S @ giardt smazawn

Since large sums of money remain blocked in materials, it is essential for
the custodian of materials to ensure that the issue of materials are made
only under proper authorisation.

In fact, authorisation of stores is very vital.

i Tl § St A § ¢RI et Tedl 8, 3afire annlt & WRee & o
I8 YT BT ST & [ Gl 1 e daa Iferd wife=or & ded
B faran STY | aRad H, R &1 WIfIHRUT 9gd Hgayui gl

Moreover, for efficient operation, the following points to be
considered:

S 3ferTaT, $IA Jara & o FafaRaa fagsit w faar fear
ST 91feT

(a) Authorisation of issues



| T UTTEBRUT

(b) Identification of requirements
3{TaRIH TS Bt UgdH

(c) Timing of issues.

&l &1 994,

(a) Authorisation of Issues: gl &1 UTRGIUT

Since materials represents money, for the issue of materials there must be
some authorisation by responsible officers nominated by the
management. Such authorisation should be given clearly in the form of a
directive circular. In many industries, the designation of the person
authorised to draw materials along with their specimen signature are sent
to the stores for verification. It is the primary responsibility of the
storekeeper to verify all such documents for proper authorisation before
the materials are issued.

Jfos Irht U9 &1 Ufafa $ ©, 3UiaT 9l Ot X & AT veed
ERT A1Ad SHER SifYeRAl gRT o UIid®ur g dlietl 39 0E &
TTTRIeHR0T 1 SRS URUF & &0 H Wy =0 J fear S anfeu | o8 Il
H, greEt et & e siftigd sufdd o1 UG- 39d AT SXI1ER & 1Y
AU & T R H Yol o711 8 | It SR) A 3 Ugd Sfad wiftiesur &
foru 08 9t cxaraT! ol AT HRAT RSB IWR B MUfHe e g1

(b) Identification of Requirement: SMALGSHdl HI Ugd=

Largely due to ignorance, in several cases the correct description of the
items is not given by the user department. Often the code number given
may not tally with the description of the goods, and vice versa. Details
about materials requirements such as part number, code number, etc.
ensure that it is supplied without delay and unnecessary correspondence.

ST & HRUI, Hg HHAI H SUANTHA! [THFT GRT a¥gsif &7 et faarur
TE1 T S 21 SRR 3 T $ie R 7 F fyaru @ A e @i g,
3R 39 fAudid | Irht o1 srawgdars & IR # AR S fos Wi g3,



Dl e, 3fe I8 A wd § % 30 fomr st 8 &R e
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(c) Timing of Issue: SR} H31 BT I

The store’s manager should ensure that the indenting departments are
fully aware of the timing of issues. However, there may be sudden rush
during the peak hours. This may put undue pressure on the stores
department and may lead to sudden stoppage of production, in case of
undue delay.

WR AoR &1 T8 YA w1 Tt i g3 feurdie o 4ei & wa &
IR ¥ g SHaRI 811 gretifer, Uiss ifad & SRM sraFe s 8wt g
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2. Write about just in time purchases? Just-in-Time (JIT)
O 3 CI8H RIS & IR H ford? Sie-3-218d (IM)

Just-in-time, or JIT, is an inventory management method in which goods
are received from suppliers only as they are needed. The main objective
of this method is to reduce inventory holding costs and increase inventory
turnover.

SRe-3-2T8H AT JIT U 3¢t Uaie gl 8 o sigfdadfst & amm
Had dHt U a1 ST § W19 S STaRahdT 8l 81 39 UG (d BT T
IR S9CT I AT Bl B BT 3R 3¢ THINR Bl SgFI B
Importance of just-in-time SRC-31-CIgH T Hed

Here are some of the important effects of a just-in-time inventory
management system:

SRE-39-CT3H Z-d¢t UEH TUTell & $& HEdYD! UHTd 39 TR §

1. Reduces inventory waste $dcs! 3URIY I HH HdT 8

A just-in-time strategy eliminates overproduction, which happens when
the supply of an item in the market exceeds the demand and leads to an



accumulation of unsalable inventories. In a just-in-time system you order
only what you need, so there's no risk of accumulating unusable inventory.

Se-3-2T8H UM 3ifdIdreT &) THT Bl 8, S 99 8idT g oiF SToIR
¥ ol a¥g @1 Syfcd 7T ¥ i B 9t § SR fospt 7 by o 9 ara
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2. Decreases warehouse holding cost

TR YR IR SH 8 e @

Warehousing is expensive, and excess inventory can double your holding
costs. In a just-in-time system, the warehouse holding costs are kept to a
minimum. Because you order only when your customer places an order,
your item is already sold before it reaches you, so there is no need to store
your items for long.

Taall § | SRe-3-c1gH e #, 39Re13Y gIfeET arTd & -gAdH T S
21 i Mg qeft 3SR A & O 3ATUHT Ueh TR el B, AT 3MTehT
3f13eH MU U UgeH ¥ Ugd g o offdl &, ST SMueh! 3 31geH
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3. Gives the manufacturer more control

formfar ot siftres o gar g

In a JIT model, the manufacturer has complete control over the
manufacturing process, which works on a demand-pull basis. They can
respond to customers’ needs by quickly increasing the production for an
in-demand product and reducing the production for slow-moving items.
This makes the JIT model flexible and able to cater to ever-changing
market needs.

)T Aiea B, Fafar & o fafafor ufear R g s giar 8, S |-
ATHT YR TR HTH BT g1 d AR H 3 1 IAIE & fod Iare Bt
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4. Local Sourcing RIT-Ig TR

Since just-in-time requires you to start manufacturing only when an order
is placed, you need to source your raw materials locally as it will be
delivered to your unit much earlier. Also, local sourcing reduces the

transportation time and cost which is involved.

b Se-3-213H & 1T ey TR e W &) v IR &A1 8T @,
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5. Smaller investments 3¢ fAawr

In a JIT model, only essential stocks are obtained and therefore less
working capital is needed for finance procurement. Therefore, because of
the less amount of stock held in the inventory, the organization’s return

on investment would be high.

S3MSc Hisd H, Hhad MawH Wih U fHU S1d § 9k safen fad @lie
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Write about FIFO, LIFO

and Average cost method.

FIFO, LIFO 3i¥ 3it\d wirTa fafe & o & fas

1. (FIFO) First in First out: (‘Tﬂ'lﬁ) ﬂ?ﬁ arreﬁugﬁmaﬁ

The FIFO flow concept is a logical one for a business to follow since selling
off the oldest goods first reduces the risk of inventory obsolescence.
Under this method, the earliest goods purchased are the first ones
removed from the inventory account.

FIFO UdTg 3fayRUN fohdlt aaemg & forg difdhes & Fifes e R A1 i
TS 9 ¥ 33¢] 3URIe T SR HH 81 9IdT 8 | 39 Ugld & ded, Jod
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2. Last In First Out (LIFO) Method: 3ifd¥ 3NTH- UYH 3MTTHT (LIFO)
fafy

LIFO is another Material Issues method that is most commonly applied to
an organization's inventory valuation procedures. Under LIFO, the
valuation is structured around the concept that the last unit of inventory
received (the newest inventory) is the first unit of inventory used.
Depending on the unit cost and timing of inventory transactions, the LIFO
method can generate several tax benefits due to profitability impacts on
the income statement.

LIFO Uar 3R BefRaa g fafty § it foreht Tie ot 5=dict degum ufsharait
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3. Average Cost Method: 3 anTa fafy

The average cost method is another material issues method, based on that
all of the materials in the store are so mixed up that an issue cannot be
made from any particular lot of purchases and, therefore, it is proper if the
materials are issued at the average cost of materials in store.

3fd @rTa fafy te s wmh fofg fafdr @, o sraR ©R & it
it 3o+ fAifEa et § 6 Tl & forsht fadly aife @ Al =16t foam
Tohdl B, 3R 3aferg, ug Ifd § i gl & R & grht & eigd arrd
R IR} foar S|

Average Cost may be of two types: 3 d @A & UHR B &
qodl §

1.Simple Average Price: dXd 3Ta Dl

A simple average price is calculated by dividing the total of unit purchase
prices of different lots in stock on the date of issue by the number of prices
used in the calculation and the number of different lots is ignored. This
method may lead to over-recovery or under-recovery of the cost of
materials from production because the quantity purchased in each lot is
ignored.

TH TIYRUT 3d T Bt T0HT SR H BT fafd R Wi H faft dfe ot
SPTS TRIG HIAG! P 1T ) TUMTH SUTIT B TS Bl B G faHTir
HP B o1d1 & 3R At cife Bl Wem & srewr o fear Srar 31 39 fafYr
T IATE F THER B AT BT M agelt A1 HH IR g Tdhd! § Fifp
T dile H WIS TS B HY T R 3T S g

2.Weighted Average Price: yiea shea qHa

A price which is calculated by dividing the total cost of materials in the
stock from which the materials to be priced could be drawn by the total
quantity of materials in that stock. The weighted average price takes into
account the price and quantity of the materials in the store.

T Yool et 10T 39 Tle § Ui Il & $d anTd & 39 ©id d
Hiole QR @) $o AET § AU b &1 St 8, ofel ¥ Jeg Fuiia



&I S aTelt JARET BT fAdTer off T & | 1R 3id Jed § R # HiNg
IR & B SR AR S e H @ 7Tl g |

What are the types of Store manuals? &R 'EHGIFI & UPR T 82

Types of Manuals: 373 & TSR

Manual may be classified under various heads.

A33rat 1 faftret 2t & sicia arffepd forar o Gapar &

Some of the types are given as follows: $© TSR 9 UHR AT
TCE

1. Policy Manual: ﬂﬁﬁﬁ\’dﬁ

This manual contains policy decisions, resolutions and guidelines given by
the management. It gives the scope and limitations within which various
policies should operate. The persons concerned with the implementation
of policies get proper guidelines and try to ensure the implementation of
every bit of it.

9 B3 B yeed gR1 fau e Afifara fofa, dewed ok ferm-Fdwr wnfia
21 399 fafte ol & TR ik direlt & IR & samn mar g1 ol &
fopaTag ¥ S Al ol Ifa femm-fAdwr fau omd § ok 3 Hifedi & s usq
& fopraTaa o1 YT B &1 v &Rd &

2. Organization Manual: & A3

This manual gives a detailed account of the organization. The authority
and responsibility of every person is given in detail. It avoids confusion
and conflicts among various persons. The extent of authority and the
relationship of executives is explained in this manual.

g B3 WA &1 fagd f9aRur <a1 81 Uds dAfad & SR &R
et & aR o fawar @ admar man 81 a8 fafte aofdaat & & ub iR
THIG I AT ¢ 1 39 AN T SfIBR o1 Fiur 3R ifemrieat & daelf ol
T T §



Rules and Regulations Manual: fram o fafeaw ﬁﬁal?f

It contains various rules and regulations followed in the company. The
day-today working of the enterprise is greatly facilitated. The employees
get information about working conditions, admissible holidays, procedure
for getting leaves sanctioned, the facility and procedure for availing
medical facilities, the use of canteen, library, etc.

T SO o UTe T o ATl fafve e oiR fafraw wnferer €1 Sem %
% HHHTS B Igd AU ST T § | HHATRE! B B TR DI
fufa, Wierd gfeal, ggl Wied a1 &1 ufsean, fafeen gfawst &1 ay
IS B AT 3R Ufehar, &, TRabTerd Sfe & ST & IR J THGRT
e 81

4. Departmental Manual: faurtta Faamaet

Separate manuals are prepared for different departments. A departmental

manual gives full details about the working of a department. It will show
organization of the department, relationship among various persons in the
department including their authority and responsibility, rules and
procedures followed for undertaking various tasks, inter- departmental
relationship, etc. Departmental manual helps in the smooth working of a
department.

SITT- ST FAHTT & forg SrerT-srerT Ag3id daR fpu oI & | favmfia fgsra
H fQUrT & G & aR § T TSGR & I 81 39 faumT o1 9e,
faum o fafia safaaat & offe dey, 3% SifieR iR raer, fafte waf
®I PR & o SUATE o1 arel Faw iR ufgsany, siaR-faurfia Jey onfg
famy S | fauriia A furT & Yare sHET § Aeg Bl

5. Explain the Functions of a Store-Keeper. WR-PIR & S 3t
TSI HY

The Store keeper is a responsible person and should be placed in a high
position in the management hierarchy since he has to control the stores
from every point of view. He is expected to help the cost department for
its effective functioning
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R SR TH SHER Al g 3R I UeeH eed § 3d M IR 39T
ST <1feT Rifp IV g =P I0 A TR &) FRifid 1 81T 21 I AT
fIUTT 1 TP THTA HTHBS | He g P Bl IFIG P ol ol

(i) To receive the materials from receiving department.

ISt faH T @ et ured e

(i) To maintain proper records of stores.

gIH! 1 3ferd Reple ST T

(iii) To make arrangement for proper storage of materials and finished
goods.

I Td IR AT & Ifd HSRUI &) STa=yT AT

(iv) To issue materials to production departments against proper and
authorised requisition.

I TS AP AT & SR IadTe [aHET DT el Skt 3

(v) To keep an eye on different stock levels and issue purchase requisition
to the purchase department in time.

fafire Tl TR W ToR T IUT AT WR HY fGHNT BT H M SIRT
BTN

(vi) To report on waste, scrap and obsolete stock.

Uy, Why 3R SyEferd T IR R B

(vii) To prevent unauthorized persons from entering the stores.

SR SRl B gl & YT B A A

(viii) Periodic comparison of physical stocks and book figures and to
reconcile the discrepancies, if any.

Hifdd T 3R T8 3Hihs! & THI-THT UR a1 BT aT fawwfad, afg
D13 B, BT JHTYH BT

(ix) To keep stores clean, tidy.

gHTI DI T YU I/ & ferg

[101]



(x) To make suitable arrangement for maintenance and preservation of the
materials during storage.

HERUT & SR IHIAT & I\ Ud TREM0T & fIU Iugad Faw] B
(xi) To take back surplus materials returned from departments or shops.

faurT a1 g 9 diers TS ifafed rrh &t arow

The above functions of the Store-keeper demonstrate that store-keeping
is an important factor and can make a substantial contribution to the
efficient operations of a business unit.

ER-BIR & IWRIGd BT A § fh WR-BIUT T HEAYY SRS § AR
Tg fordt ST 18 & HI TdTeH H HEdYUl AT & Tehdl 7

6. What are the advantages of FIFO method? FIFO USia & T &2

FIFO method is based on the assumption that materials which are
purchased first are issued first. It uses the price of the first batch of
materials purchased for all issues until all units from this batch have been
issued. After the first batch if fully issued, the prices of the next batch
received becomes the issue price.

FIFO Ugfd 39 YRUIT 0R 314TRd g fob St Irft ugd @il et @ 39 uga
IR e wmar g1 oy w feiet & foe @i 18 It & ugd s9 @l
PIAT BT YN BT & O db b 39 99 Bt I+ 3h1=al 9IRT Tl &1 STl
Ugd 99 & T AE SR &l 9 & §TE, W 81 aTd 3T o Bt SiAd fid
e & Tl g |

Advantages of FIFO Method FIFO fafr & @y

The following are the advantages of FIFO Method.
FIFO fafy & arv Frafafea §

1. It is based on a realistic assumption that materials are issued in the
order loss of the receipts.

g U JUTIaTd! YRON IR 31 § o qreht el & Ja & %H & ARy
CaRSIGIG]
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2. Materials are issued at actual cost and thus no unrealistic profit or arises
from the operation of this method.

Il IRdfde dTd IR SIRT Bt Sl § 3R 39 bR 59 Ugld & Jared 3
PIg RGP ATH ITH Ta! gidT 3|

3. This method is easy to understand and simple to operate.
g ol auem ¥ oM € iR Y A A A §
4. The value of closing stock will reflect current market.

U T &1 Hed IaH aToiR &1 gfafafad sam

5. If purchase are few and if the prices are of materials remain stable price.
the method will be simple to operate.

afe Tl A gl SR It 3 Biad RRR I8 df faft &1 Hare w=a g
6. This method is useful when prices are falling.

g faftr qa Iuanht g1 § o9 e IR & 8

7. It is a logical method because it taken into consideration the normal
procedure of utilizing first those materials which are received first.

g U diicrep fafdl 2 iifer s I iRl &1 ugel ST S B I
Tfsha 1 e § T Sl € S Ug Ul gl §
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STOCK CONTROL
ik fagsor

1. What are the stock control techniques? Stock control

e i ae-td F1 872 ¥ef® o

Stock control, otherwise known as inventory control, is used to show how
much stock you have at any one time, and how you keep track of it. It
applies to every item you use to produce a product or service, from raw
materials to finished goods. It covers stock at every stage of the
production process, from purchase and delivery to using and re-ordering
the stock.

i M0, R 33t gz & &u 7 +ft ST o7l 8, 1 SuahT I8 femm
& foru foran Siman 8 o fonsd) +f T 3muds Uy S wiep 8, 3iiR 319 39ebT
eH HU WA ¢ | T8 Hd HId F ABR IR A ddb, I IT Il BT Sl
B P oY 3T GRT ST B S dTet 8 9% R AN &Il 8 | T8 ScdTed
U & B IR | T bl AR Bl 8, T 3R feiad) T AR Tib
BT IUTNT DR 3R R 3MTSR B T |
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Techniques of material control

L P IRGEENEIKETIC]

Following are the main techniques of materials control:
At P 3 gt aetd ufifad @
1. ABC Analysis: E?ﬁ?ﬁ fa=eror

The concept of ABC Analysis was coined by Pareto, an Indian philosopher
in the nineteenth century. It is a value based system of material control. In
this technique materials are analysed according to their value so that
costly and more valuable materials are given greater attention and care.

All items of materials are classified according to their value—high,
medium and low values, which are known as A, B and C items respectively.
ABC technique is some time called as “Always better control” method.

TS fa=enr & SayRon IFad! Uet # T HRdIg i URel gRT el
T3 2t | g IrEh a0 &t Ue Yoo SMTid Jonel 81 59 ddb-ie H awia!
BT 396 Jed & IR fazawor fasar St g arfes wght 3R sif¥ie qeaar
A TR ® T SR G@HTS & off Hab | Gt It &l 3o Jed &
SIOR Tl fod1 ST § - I, AW SR i 7, o o @ &t iR
W 3ged & TG T ST 1T 81 T db-idh B HH-Ht i dgar
fesror fafer a1 ST ]

2. Determination of Stock Levels: ¥¢i® &R &I fAyiRor

In order to guard against under-stocking and over-stocking, most of the
large companies adopt a scientific approach of fixing stock levels.

FH WP 3R 4P wies T g2 & forg, ifeiw 98} Hufal wid o1 wR
T B BT IMD IIBT U &

These levels are: ﬁw%
(i) Maximum level SHYHIH TR
(i) Minimum level <JAdH ¥R
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(iii) Re-order/ ordering level4-: 31%?/ TS TR
(iv) Danger level, etc. @?ﬁ?ﬂw, 3nfe

These levels are not permanent and must be changed to suit changing
circumstances. Thus, change will take place if consumption of materials is
increased or decreased or if in the light of a review of capital available, it
is decided that the overall inventory must be increased or decreased.

3 TR IR S SR srgerdl TR & 3F~U 3 Sae 81T | S UPR,
afe AR @ Tud 9g1% a1 UeTs S § a1 afe Sudsy Yot Bt qHtel &
3fTeltes o Tg Aol forar S § 6 a1 39t 1 Sgman a1 ger ST Anfeg,
@ gfad g

3. Economic Order Quantity (E.O.Q.) Analysis: 3nfdfew GI'I%QI HHEAT
.37, fa=awor:

Economic order Quantity is also termed as Re-order Quantity. Economic
Order Quantity is that size of the order which gives maximum economy in
purchasing any material and ultimately contributes towards maintaining
the material at the optimum level and at minimum cost.

3ffer 3SR AT Y G: TSR A1 i et oar g1 3nfdies TR [mm 3ifex
198 HMHR g ot ot Ht Tl & wten & sifidan sifeqaw gar g sik
3fcd: YRRt Bl 3FAH TR 3R YATH TFTd W §91¢ 9 J TeH a2

While fixing economic order quantity, two types of costs should be taken
into consideration:

3ffes 3SR W 79 BRd THY, & YHR I ATl bl & H @1 ST 26T
1. Ordering Cost 3{TER &1 BT AT

2. Carrying Cost dg- B P AT

4. Perpetual Inventory System: ddd ﬁ?& Tt

This is a system of stock control in which continuous record of receipt and
issue of materials is maintained by the stores department. It shows the
physical movement of stocks and their current balance. A perpetual
inventory system is usually supported by a programme of continuous
stock-taking. In other words, perpetual inventory system means the
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system of records, whereas continuous stock-taking means the physical
checking of actual stock with the records.

g Wb =0T Ft T YUl & o HeR fIHNT gRT Il &t ey 3ik
A @1 FRER Ropie s9E a1 Srar g1 8 Tid &) Hifde Tfafafd 3ik
I qAH Uge B AT 8 | T Tad et ReH IR R FRGR Tidh
o & HrfwH gRT IURId giaT 81 g Wsal B, gad ¢! Red &1 o §
RIS o1 gumeh, Safes FROR Tl a1 o1 31 § Repie & I aRafaes T
DI Hifds Sra BT

5. Periodic/Annual Inventory Control System: Smafre/arfie Eﬁﬂ
fAriror yomTet

Under this system, stock-taking is undertaken at the end of the accounting
year. As the stock taking involves verifying the physical quantities of stores
in hand, some firms temporarily suspend plant operations when this is
done. This is because it is rarely feasible to take stocks when production is
going on. Thus, the annual stock- taking should be organised well in
advance to minimise production holds up.

<9 UUIClt & dgd AT a9 & 3id H wie-2febt bt S 21 <o wiep-2febn
H g1y § Hivle WR B Wifde A &1 gfY =1 A €, 39T 5o BH 39
BT S GRH SRR FY Y Wic Fara ! Fdfad s 3ot 31 dur safiu g
Fiif oI IdTed I 3T 81 dl Wi o We g HH Tva g1 3Iferg,
IdTG H FH1ae Bl HH B P fole aififes Wi b1 ol uga 3 gt saafud
foar ST =i

6. VED Analysis: CIERIRCRG LW

VED-vital, essential, desirable, analysis is used primarily for control of spare
parts. The spare parts can be divided into three categories-vital, essential
and desirable, keeping in view the criticality to production. The spares, the
stocks out of which even for a short time will stop production for quite
some time and where the cost of stock out is very high, are known as vital
spares.

SISt -Heayl, 3Tawae, -, ARl &1 T8N Jeg =0 § W Uy
& a0 & fore foran Sirar 81 Sdre & foe Ae@yuidr &1 & o 3@d g4
TR Uy &1 d Afor § fauifora fosan S It 8-Agayyl, siawas 3R
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S| 4 WWR, a1 TWie dis g7y & fou ot T 81 9 ) 1%t 9799
¥ foTe IaTeH o 8 ST SiR R Tl W g &1 anTd dgd 31 §,
I He@qUl WIR &b =0 H ST oIl 8|

2. What is ABC analysis? Explain. ABC Analysis: QTSﬁ'\"-ﬁ fa=erwor @ %?
qHTSTI ABC fa=awor

The concept of ABC Analysis was coined by Pareto, an Indian philosopher
in the nineteenth century. It is a value based system of material control. In
this technique materials are analysed according to their value so that
costly and more valuable materials are given greater attention and care.

All items of materials are classified according to their value—high,
medium and low values, which are known as A, B and C items respectively.
ABC technique is some time called as “Always better control” method.

TS fa=TINUr 1 SYURUN STl 96t § U HRAT GIRiHe URel gRT TGT
T2 ot | T8 Arh fRa=0 &1 U ge SmeTid Yuie § | 39 ddbite B rAfal
BT 396 Jed & IR fazawor fasar St g arfes #glt 3R sif¥ie geaar
TR R S1f® e SR @I <l off Gop | Tt Amiil &l 9% Hed &
TR aFffepd T ST 8 - S, weaw iR g gy, o 0sr: U, &t 8k
F 3rged & w9 T T G 81 T dobii Bl HH-ift 1gae sgaR
feEror faftr wer ST ]

‘A’ Items: ‘T’ 3{IgCH:
These are high value items which may consist of only a small percentage
of the total items handled. On account of their high cost, these materials

should be under the tightest control and the responsibility of the most
experienced personnel.

Y I oo aTell G & o YU OfF a1 $of a¥gaf BT Had Th Blel
UIARId 81 Toball & | ST 3= AN & HRUI, 37 I ol o g ez
3R Y U B B! iRt & dgd g1 a1

‘B’ Items: ‘S’ S{IgCH:

These are medium value materials which should be under the normal

control procedures.
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3 gy o &1 QB § fore I fg=or ufosarsit & sfaeia v S
Gy
‘C’ ltems: &Y’ 3TgCH:

These are low value materials which may represent a very large number of
items. These materials should be under the simple and economic methods
of control.

The point of classifying stock into A, B and C categories is to ensure that
material management focuses on ‘A’ item where tightest control should
be installed. B items may be given less attention and C items least
attention.

J Y Yo aTell AT § S 9gd st T1 § aegsit o1 ufafAfid o aadt
g1 =7 gl & FEau & I 3R fFwrd el & dgd g Teul
Wi &I T, o 3R I A & Fffera o o1 Ie=u g gRfd v g &
IRt UEeE T 3MTSeH WR 9T dhiad PR S8l 9ad Hal fAuur -1fud faan
ST AT &t 3Mged WR &H e T S Udhdr g iR Il 3iged IR qad
&H 9 feur o ghar gl

The ABC technique is a selective control which aims at concentrating
efforts on those materials where attention is needed most. This is so
because it is unwise to give equal attention to all items in stock. The items
are listed and ranked in the order of their descending importance showing
quantity and value of each item.

TR dheith Teb TP [O0r § FoTenT S2¥9 31 Il IR uardi &l
Hfod BT € Sgl & & B T TP IzghdT & | T 39 ¢ i
wio 7 g JXG3f R THH H &1 AT 71 ¢ 1 IX3H Bl I ged
Hed & %A H YHlag 3R HHeS fHa1 ST 8, S Ul a%g &1 01T 8RR
I R 5

This is illustrated below with arbitrary percentage figure:

39 R vHM ufawrd siies & A1y S=Ifar T 8:
In the below table it is shown that

itar &t 71 arfcree H g axifar man g b
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Category % of Total Value % of Total Quantity Type of Control
A 70—75% 5—10% Strict control
B 15—20% 20—25% Moderate control
C 5—10% 70—~75% Loose control

Total

5%—10% of the total items account for as much as 70%—75% of the total
value. These are A category items which need very strict control because
of their high cost significance. The second type of items represent 20%—
25% of the total quantity but account for 15%—20% of the total value.
These are B items which need routine type of control.

FA TN BT 5%-10% R FA Ted BT 70%-75% &l g1 T A Joft
TN & oM TR 3% I ANT g & HRUT Igd U (=01 B SIRIDH T
B 81 TR UBR BI a4 H& HET BT 20%-25% UfaFfera Fcdlt §, aAfde
T e BT 15%-20% R 8t €1 3 B 907t ) axqe & fom R Fafig uer
& 0 B stragehdr g B

Finally, the items representing 70%—75% of total quantity but account

only for 5%—10% of total value. These C items are kept under simple
physical control. The rules regarding purchasing, storing and issuing of
various categories of items should be formed according to value and
importance of materials.

3 H, 3§ IXGE S P HE BT 70%-75% Uaffeid Bt €, Afb oot e
®T Had 5%-10% B BIcft 81 37 C agaff &1 WA Wifaes o & @
ST 8 | faftra Aforat ot axg il ) Wdle, HSRUT 3R WTRY % & g ameht
& g 3R T8 & IR §1¢ I Mgy

3. Explain the procedure of stock taking. Stock taking

WP A1 B! Ulhar IHSMST| Wid a1

A stock take is the process of checking your inventory — how much you
have in stock, as well as the condition of goods — and recording the results
in a report.

Wl T MUDT AT DI S HRA DI UihdT § - 3MUDb U Widb H fpa
2, 1Y 8 11 B fUF - 3R T RUié & ufkoms Rl |
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A stock take helps with your stock control. For example, if you sell food,
you'll need to know when items are due to reach their sell by date so you
can refresh the shelves when necessary.

Wi A4 F IS T FIA0r # Hee fAedt 81 a0l & iy, R 3
T ey S9d g, T 3MUD! T8 ST B8R b 3MgeH e fo ard 8, dlfe
31T TR T8+ IR Aewh Dl fhR Ao R b |

Procedure of stock taking i@ - @1 ufshar

1. Choose how often to do stock taking

T f fPal IR Wie a1 e

There's no getting around the fact that a stock take is time consuming and
laborious. You need to dedicate time to the process, which should help

you limit distractions and errors. You'll need to work out how regularly
you're going to do stock taking:

39 J Y BIS SHR Tg! PR Gobdl [ Tih A1 A A aTell 3R AT
21 3MUH 39 Ufhar & o gva Tuitd B &) nangsd 8, S99 siuw!
faemsun 3R Ffedl o1 i H=A A Aeg et st a8 o w1 8
3 fra Fafdd A ©le A TR & |

a) Periodically — you might want to do stock taking every month, quarter
or half-year, over a day or two

JHI-9HG R - 319 g He A, fume! a1 996l #, U a1 & fq # Wi o
918 9P &

b) Annually — this might be a bigger undertaking than a periodic stock
take, but an annual stock take could make sense for your business — for
example, if you have inexpensive, non-perishable goods

i *0 ¥ - I8 JHY-TH0 R TP a1 &1 o1 H 91 S 8 Ihdl g,
AP arffier Tl AT 31U AT & forw i g1 TehdlT § - ISTeRUT &
g, Ife 3uP Uy T, Sed! TRIE = 819 aTe Y §

¢) Continuously - this is where you plan for continuous stock taking
depending on the types of items you have in stock, for example you might
check some items monthly, others weekly, and some daily — and then
update your stock taking records continuously
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fRR - U8 98 I8 § OTgT 311U 31U+ T H Al axg3fl & UHR & YR
R FRR TH A4 B TS I €, IS0 & AU 30 $§ axgail B
IR, 370 B AITRH 3R F& B ¢ oIfd B Ghd g - 3R R 0=
Wl A & Reble Bl TAR UST IR Thd §

2.Print your stock take sheets T TP ¢ e fiie &

Your stock sheets form the basis of your stock take. You use them to
record your new count, against what should be there. The stock sheets
should use the most up to date records you have.

3T Wi e 3TUP Tidh A BT YR T &1 AT ST JUTNT U=t
T el 1 RIS XA & T R §, SN 981 81 1T | i e o 3fuch
I Hiole qad Sreffad Rl &1 SuanT fasan o anfgu|

These should be embedded in your existing stock control system. Many

software packages let you print stock sheets in a couple of clicks.

T 3D Hivlal Wi dberd Ried § TS a1 9 F1fet| s Site iR
Yt e o & far & e We e e 34 B

But be sure to use the stock sheets in the right order:

Afe1 Widp =fie BT IUTN Hel HH T AT AT B

1) count what's on the shelves or in the warehouse first

Y Ugl SATATRAT T e H 5@t =il &t [l 3

2) then note that down against what your system says should be there
Otherwise, using the sheets as the basis of your count can lead to errors.

R I e B & 31U Ried & AR dg1 1 g1 AMfgT 3T, e
I U TUFT & YR &b =Y H ITANT B F Ffeat g Tt &

3. Organise your stock before the stock take

TWiP A1 A UEA 3T TP B IR B

Make sure you set aside any stock that's already been sold, but is yet to
be delivered or picked up by a customer. As part of this, you should also
pause all purchases and sales, because it's very likely that you'll get in a
muddle if you have shifting stock while you're trying to do your count.
After this, you should start categorizing your existing stock.
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Make sure your stock taking area is clear and clean to minimise the risk of
errors.

gfEa 3 3 3uA ugd I foe gos fomdt o i ot srerT v fean 8, afed
3ft g forelt I gRT fSeliar a1 o/ 8! T |1 39 U & w0 H,
3! Tt WRig 3R fawt @ off A 3 =nfen, wifer g8 sgd GurE §
P 3 3Tt I T & DI TR THT 3R S I Rt Tiep
2 a1 31U I W US Thd € | 3P d1e, AT 3T HiS[el WKl Pl Fipd
FRAT YE B o1 1Y | JAT X ot wWid o &1 &7 A% 3R
w3 gl difes el o SIRGH &1 b d o o Tas |

4. Organise staff FUIREl & T RYd B

If you have staff helping out with your stock take, make sure that they're

properly organised. Once you've categorized your stock, you could
appoint a separate staff member to each category. Remember to appoint
more staff to larger categories. You should also minimise any distractions
— ask employees to switch their phones off and avoid using the radio, for
example.

3R 3UYF U Wi o H AE B ald HHAR! 5, o A & fr 3
3% q AT &1 TP IR 91d 31T U T P! aiiihd HR Ad &, al 3
A% AUt F N T 3T HHAR] Fgad BRI 81 991 AR & fo
31 HHATRAT BT I H=AT UTe W | 3MUh! foddt +ff IRg & fameior &1
W 7 BT AR - IR0 & o, HHANT T 30 B §¢ B 3R
ST &1 UGN A T §9 & oY By

1. Stock control doesn’t involve guessing

Wi Fra=or & ST =T e e 8

Accurate stock taking requires methodical counting — no guessing. Mark
items as you go in order to avoid duplicate counting. Again, you can
simplify the process significantly by using logical categories for stock, and
by making sure that any sold items have already been removed from the
areas being counted.

D Tl o o forw afRyd e 3t erazasar SIdt & - 1S oA 1|
$rare A & 9 & fow oirged &1 fafgd w31 R 9, oy wie & g
dIfches AR BT SUART Fxh 3R T AT FRb UfehdT BT HIhT TR T
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Thd g [ forelt ot 9t 775 v 1 ugal A &) I o1 38 &t & ger faam
g

6. Validate your stock take 309 TI® &I HIRI B

Once your count is finished, you need to validate your stock take. Compare
the results of the count to the stock records you printed out earlier. Any
inconsistencies should be noted and accounted for — for example, you
need a procedure in place for dealing with damaged items.

TS IR 99 39! Rt I8 51 STt &, dl SHTIeh] 31U W P I B
B ATTLIH AT It ¢ | T & TfRomet &t Jamm s gR1 uga fife fasg e
wid Rt 9 H | farddt off faimfa & A fasan o anfau ik 3! fewme
TG IR - ITeRU & iy, SH1ueh! &faud a¥gell ¥ fAued & fow th
Uk Bt SHTIRTHT § 1

7. Update your stock records 30+ T i® RPis 3use H

Finally, you need to update your stock records with the results of your
latest count. If you're using a software solution to track stock, this should
be a simple process. If you're still using paper-based systems, you could
consider moving to a digital alternative.

3fd |, 3MUD! U Wik Npie B Ut Fd=aH T & alRomat & Iry
3UST BT RN Tl 3T Tih B ¢ B & oY TGedTR JHIYT BT
SUINT R R &, I T8 TP WA Uichal g1 a1feul afe oma aneft oft Frrer-
3TRT e &1 ST HR IR §, a1 3 fefored faped R 91 | fa=R
R B §

4. What is meant by provision of safety stock? Explain the reasons to
keep safety stock. Safety stock

GR&T WP & WIAUT BT FIT AAqd 32 Y& Wih 3@ $ HRUN Pt
RSAT B | Y& TP

Safety stock is an extra quantity of a product which is stored in the
warehouse to prevent an out-of-stock situation. It serves as insurance

against fluctuations in demand. There are several reasons businesses
should have safety stock on hand, and it can quickly prove its value when
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the unexpected strikes. Below are many of the biggest reasons to have this
extra inventory.

W T [t Iare @ sifafkad Amm gl § o/ 3i3e- 3w -ers fRufa
B AP & forg M # TUEkd fpar Srar 81 g8 7T § IaR-Terd & e
o111 & U § S B § | A &b U JR&T Wb T\ & B3 BRI g,
3R TR fRUfY 3 TR g8 TR 39T Hed TIfd R Tohdl g1 -1 39
Sifafkad 34 B a3 & B3 I 78 BRI AT TR |

Reasons to Keep Safety Stock &I RIS TG S HROT
1. Offset Demand Uncertainty 3ifwpe |7t SifAfdaan

Fluctuations in demand are among the primary reasons to maintain safety
stock. Many factors can influence spikes in demand, including seasonal
impacts, sudden shifts in customer trends, panic buying or a competitor's
departure. Safety stock gives companies enough breathing room to
replenish stock while meeting this increased demand.

A & IAR-TTd YR Wi TY W & WIS HROT H J TH g1 H3
HRE A A ISTA B! THIFAT R Tobd g, For e At gura, Ures ughual
H 3 gedd, gsRige | WRIGR! a1 forat uferaft &1 =at S =nfid |
W& Wb UM DI 5T TGl g3 AT I T FRd gY Wb Y R T 4RA
& o ol s 3ar @

2. Avoid Stock outs TIP3 I T

Safety stock can help companies reduce the risk of completely running out
of a certain product and prevent operations from coming to a halt while
the business locates, purchases and delivers this inventory. That process
can take days, or even weeks, making safety stock an invaluable bridge
that keeps the business running while resolving the stock out.

YR& Wi Hufdl ! fobdll R Iaure & G ae U W g1 o SiiaH Bl
HH B 3R AT DI Fh J AP A HEE HR Il 8, Sdid Iadd 39
Z-ACl T UdT AT &, Wiiaa g 3R faaikd #ar 8| s ufshar d &3 fa
g ot T Tard &, o Ref Wb U 3ed Y & Sl § off Klieh T
B I AW BT AT B U TGH ) 1 3@ g |
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3. Minimize the Effects of Supply Disruptions GﬂEﬁWﬂFﬁ G RN
DI LAqH B

Unexpected disruptions on the supplier side, such as raw material
shortages, production issues, legislative or political measures and
operational shutdowns, can have a major impact on your inventory levels.

3Myfderdf Uer W TRId AU, SR Hd [T Bt HHY, IATeT Jaeht
T, faemt a1 Aefd SURT SR URETer §6 g1, 30 -l TRl R
ST JHTd ST Thd g |

4. Limit Rushed Shipping <iter fRuftie &t iftra +¢

A lack of inventory can result in lost revenues, but that isn't the only cost
that businesses incur. Increased administrative and warehouse payroll
costs are also likely, as is the risk of suppliers charging a premium for
rushed delivery. These costs may not be a big problem if the stockout
results from higher demand expected to continue. However, for stockouts
caused by disruptions or other issues, the cost may not be recouped
quickly, if at all.

gdcl Bt U Y IR | HHT 8 Wbl 7, Afh T8 UHHE AFTd T8l § ol
Y B IS USd! 8| TS 3R e WRe artd § gfg @t ot
YT B, 1Y B Smafdieparan gRT siegarsit # f$efiast & forg whiftras =t
HA H1 ST Hft 1 3fe wRiwsi3e 3= A & RO G 8, O 3 AN H1g
IS TH T 8 Wbl 7 | gTaiis, AU AT 3 YTl b HRUI WIHIATIT
& oG, ATd Y ¥ WRUTE & Y 51 Febelt B, Al forepet 1t &

5. Ensure Customer Satisfaction W'\‘Iﬂﬁ'{[ﬁfﬁﬁﬁ

Safety stock is one of the best ways to sustain customer satisfaction and
loyalty. If customers can rely on a company to always have what they need
in stock, they will not only keep coming back but likely provide valuable
word-of-mouth advertising as well. That pays off in a big way over the
long term and helps your business grow.

QR&fT Eieb Tgeh TP 3R qWIERY Bl ST 3@ $ FaiaH i) § J T
21 3R TES el HUH IR R R Ihd § fb I UMy g 98 I
FS Wib T T D! 3T TR 8, A d 7 Had dR-8R a0 37 afcsh
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THT: JeadH difge fagmas +f €711 g8 de 999 & 98 09 R YiaH
HAT g 3R 3T AIIT P 91 H AGE HdT 3|

6. Maintain Market Share ST9IR fedeR 910 3@

Being unable to meet demand and losing customers often also means
losing market share. Mitigating the risk of stockouts is a significant part of
sustaining customer satisfaction and reducing the risk of losing ground to
competitors.

AN & T A T 399d 817 3R Teh! B! WA &1 AdAd AHRR TR
feert W1 4t BT B | WIS & SNRAH P HH HIAT UTed TgD Bl
T TG 3R ufereafifal @ safi @H & Sy &) 3 & &1 T Agayul
SN

7. Increase Efficiency ?ﬂ'dﬁ?\’l?l?ﬁ aaﬁz

Safety stock allows for more efficient operations, even during supply
disruptions. Suppliers aren't rushed, warehouse staff isn't over-worked,
delivery drivers stay on schedule and there are steady, trustworthy
inventory numbers for reporting and forecasting purposes.

JRE Tieb 3MYfd F sqae™ & SR off 31 pra Jara o1 Al
g1 Mufdeatstt &) STegarsh el BT TS, Mem HHaTRal TR 3iferd &
5l g, feehiadl SRaR I7 )R ¥5d § SR RUIET SR gaigar & Iexal
& fore fRR, 1RIJHT $a¢t Jem gl 8

8. Improved Supplier and Retailer Relationships

3myfderaf 3k Wer fashar & &g dgar day

Stock out situations often result in urgent reorders, but most suppliers
don't like to be rushed because it can disrupt their operations and
customers. Keeping safety stock on hand reduces the need to put in rush
orders and provides suppliers with a steady workload. Likewise, companies
that work with retailers can maintain good relationships by keeping the
items they sell in stock.

Wi TH g1 B FRURY T SRR TebTel G: 3HTeR 37 U €, feb 3ifepiy
SMyffardl Segaroll H HTH Tl U¥IE T8 HRd i ST I TaTa 3R
eI T 1T 3T Thall 8| YR Wi BI g1 & a1 F Segarol § TSR
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3 DI HTIRIHAT HH Bl STl § 3R SMYfeiamdisi &I fRR HRIUR e g
3 ORE, Gex1 fasharai & TrY HTH B3 arell buf-af 30 gRT 82 o ard
M 6! T H DR 3 YaY §18 3G Ihall ¢ |

5. What is Stock taking? Explain the methods of stock taking.
e o1 T 57 TIh A & TRID| P! TS B |
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Stock taking
Rk war

A stock take is the process of checking your inventory — how much you
have in stock, as well as the condition of goods — and recording the results
in a report.

A stock take helps with your stock control. For example, if you sell food,
you'll need to know when items are due to reach their sell by date so you
can refresh the shelves when necessary.

Wl P TP Zdc! B OIid B B UiehdT & - 3MUPb U Wi H fabaT 3,
1Y &1 A B FRUF - 3R Raid 7 uRomdl 61 Repie &A1l Tl e 3us
i T H Heg Hrdl g1 IaTe0l & o1, afe 3y @ uerd 9=d €, af
3{TAD! Tg ST 1T fh SHTSCH Hd ddb AU [aeh! 1 ARG b Ug d SITai
dq1fs 31T TaLIH T TS TR HAHIRG] B qTeT B qav |

1. Periodic Stock taking STaf® TrdefhiT

Periodic stocktaking is an inventory method. It will happen on a set
periodic basis which in many cases is the accounting period. The periodic
method of stocktaking will help you keep up to date with records of your
stock and costs of goods sold, effortlessly.

3R el ueh ga¢! fafy 31 e v Fuffa smafie snur w g
o 3 AHEl B T 3afd g1 Wikl oY smafdie fafty st oA wiw
3R St TS a3l Bt AT &b NP1 ! S T 3uSe T H Aeg Hft

2. Spot Checks/Line Check i & /dTSH 9®

A spot check stocktake will often be scheduled, but will sometimes be
random. It is a manual check on stock in the premises, or cash in the till.
Spot check stocktakes enable you to ensure that there are no
discrepancies between what your software and reports think you have and
what you actually have. A random spot check stocktake is a good idea if
you think theft may be occurring within your business.
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Wi 9% Wihed R Fyid far smum, afe t-wat arefess gl
I IRWR T WIS 1 Adhal Bt HG3Md oid g | Wic IPb Widbed MUD! T8
IR S T W& ST 8 {6 31U WitkeadR iR RUTE & 3AR 3
U o & 3R 9Rad § 3MUd UMY o 8, 39& o1 PIs [agvfaar 7ei g1 afe
3P AT & b 3P aaarg H TR 81 Tobd! §, dl Tefsd Wi db
wiheh U 33T IR B

3. Continuous, Perpetual Stocktaking R, 9aq wiscfd

As the name suggests, continuous perpetual stocktaking is done
numerous times throughout the year. This could be different areas of the
business at different times, or the whole business premises at set times
throughout the year.

ST o A1 & UdT Ted 8, Idd ad Tidbe i X a9 B g IR B! ol g |
g S-S YUY R IR & S-S &A1 AT Y IR URIR | PR
¥ & Fyiia T R 1 S gt 31

4.Stock Out Validation ®T® T3¢ JATIH

A stock out validation stocktake will happen when stock levels have
become dangerously low. There should never be need for a stock out
validation stocktake if good stocktaking processes are managed
throughout the year on a regular basis.

Wb A3 ST Tihed dd BN od LI bl TR TaRAID =0 I HH
B ST | 3R PR 1 A SR IR Siast idbe b T Uichand Uaifdd o
SIdl 8, Wi 313e AT Widhed @ il oiewd gl giift

5. Annual Stocktaking ATfY® T (BT

Some businesses choose to have an annual stocktake during the last
month of the financial year. While an annual stocktake is a good idea, we
would recommend monthly or weekly stocktakes alongside this. This
means is issues or errors arise they can be dealt with at the time, so you
are more prepared for the annual stocktake.

F© Faur foxiia oy & sifam AgH & R dIie Tidhed BT gd o
Safr e Tiwed TH 3BT fdaR 8, 89 9P Y-y Ay a1
AT Tidhed &I Tag <l | 3HHT AAad § [ afe dis guwm a1 Ffe
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I gt 8 af I8 I IHY FAYeran ST g 8, S9fT 39 a1itfes WTidhd
¥ o 31 JIR d B

6. How can stock deterioration be prevented?

WP B! FRTaE B FQ ABT o THdT 32
Deterioration of Stock &1 BT el

Stocks in cold storage may deteriorate due to many factors and one main
factor is accidental damage to the machinery. When this happens, the
whole stock will be affected and this will result in huge losses. Stock
deterioration is usually caused by a rise or fall in temperature and/or the
accidental escape of refrigerated gas or liquid in the refrigerating chamber
due to accidental damage to the machinery.

DTS TIel H T B3 HRUN J TR B Yl § 3R Th JF HRU A
I MHRIH i T ST U BVl B, &l O i T grm SR S99 uRd
JHIH BN Wl TR BHT AHHAR W ageE § gfg a1 fiRmae siry/ar
TS BT SMTHHD &ifay b HROT ABoRICT daR T AhoRes T a1 aRd &
3T RA1T & HRUT ST |

Tips for Reducing the Risk of Damaged Stock
AU Wi & W 't HH H1 & fore goma

1. Make a plan and stay informed. tﬁ\_rF-ITiFITQ Gﬁ?'{[ﬁﬁ?%

Put together a solid plan to reduce stock damage. Interact regularly with
warehouse staff, and collect as much information as possible about how
items are getting damaged.

Using damaged stock report forms will be hugely helpful here. Any kind
of information and data you can gather will go a long way toward getting
a clearer picture of the main issues at play.

Wl DI §H AT THUH DI HH B & (01T U 319 A1 §91¢ | TMaH &
HHIRAT ¥ Faftd U I I1deid B3 3R 39 IR H JUYRHT BRI Tha
B3 o g RE T M &fau=d 8 Wl

gt efforrRd Wid NUIE BH &1 IUTNT &A1 §gd Haa R gl Mg S off
SHBRY 3R STT Thd R Thd ¢, I8 HBI &l B! WY AR U B d
9gd HEGTR BRI
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2. Hold regular warehouse staff meetings and training sessions.

e HHATRAl @1 fFafid dad 3R ufRrerT I3 smaifed s

Warehouse management should involve regular meetings and training
sessions with workers, providing them with clear guidelines for handling
stock in the most efficient and safest way possible. Remind them of the
procedures for properly and safely loading, stacking, and securing freight,
and warn them of the dangers of unsecured cargo. Printed instructions
handed out and displayed in visible areas around the warehouse can serve
as helpful reminders.

e yey &) At 9 I it & a1y dod 3R UfRienr I s
FRA IeY, R 3% Td &I YR J99 HIA AR TR T e I
YT & forg Ty feen-Fder uar feu o 9dh| 3% Aret &1 ¥gl alies ¥
3R QRIET TP T A B, Wb I 3R TR 3 B1 ufehanstt o arg
fEaTd, 3R SRRfEd AT & WRI & IR H I TG ¢ | M & SHT-Ur
& T &3 # fau T ofR Uaiid fe U gfad MEw 95 SifeR® &
0 T BT IR Thd ¢ |

3. Weather proof your warehouse.mmﬂﬁﬁ'ﬂﬁﬁmﬁ?ﬁ

It's important to protect your warehouse from the elements, as a lot of
stock ends up damaged due to climate and weather conditions inside
warehouses. Heat can melt plastic, for example, and humidity can make
packages soggy and unstable. And when moisture gets into the stock
itself, it can ruin product, leading to significant losses. Adapt your
warehouse to the weather and climate for optimal stock protection.

310 TiETH &1 HIH &1 AR ¥ §91 9gd oo 8, o g & e Jy
3R TTarg Pt aole J Tgd IRT Wb WRIS B Sl § | SaTeRN & forg, 7Y
WReS B fUee Tavcht g 3R 41 Yobel &1 Hal iR SRR S Tahell ¢
3R S« TH Wl § Tl St §, ol I8 SIS Pl Faig B Foball &, Forad
BB THAH 81 Thdl g | TIh DI JgaR R & oY (9= M P Ay
3R STerarg & fe 9 erdl|
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4. Take your time, and use the correct machinery and tools for each

task. 30T 994 & SR TS Srf & g wgt A== 3R Suawon 1
SUGRT $: |

Finding the quickest way around certain jobs may be tempting, but stock
is often damaged when jobs are rushed, whether due to hasty, rough
handling, or rushed tasks. Forklift operators and warehouse staff should
always adhere to the correct pallet handling procedures and use the
appropriate machinery for the job at hand.

$S B b (AT I AW RIBT e 3MbYD & Yovdl 3, Afeh oI BT
Seasrol § fbam ST 8, df Tieh 3eRR &fqud 81 oiidT 8, IR 98 Sieasroh,
RIS BTl AT Seaamol | fhT 7T HTH & BRI BN Bidbiaue TR} 3R
T HHATRA! B gH ! Ul gl Ufharali &1 UTa- ST T1e U 3R
HTH & T Iuged AR &1 IUANT ST AT

5. Rearrange the warehouse for maximum productivity.

SfwaH IATGHdT & T Mem & (HafafRud 3

Maybe you really like the way your warehouse is laid out, or perhaps you're
just resistant to change, but if you're still ending up with a good amount
of damaged stock on your hands, it may be time to consider reorganizing.
Keep items stocked by weight and shape. If possible, keep heavier items
near the front of the warehouse, on lower shelves, so items won't need to
be handled and moved around as much as lighter items, which can be
stored in the back of the warehouse on higher shelves. Consider your stock
carefully, and see what options work best for you.

B &l § fob MU U MG BT ASHIC Igd U¥E o I1 G 31T IGa1d
¥ fort daR 7 8, Afee 3R 3muss urg 3+t ot 1wt AE # WRE Wi g,
a1 39 bR T afRUd B WR IR B3 BT JHY 31 T 8| o 3R MHR
& TIe ¥ 9HH & Wie H W | 3R YU g1, d YR IHE & Te™ &
e, fraett sramial R T, a1fe Ime & GHIEH 3R 3ER-SR o o
DI TR 1 TS, S geb ATHM B TMGH & Ul Hdl SaHIRal U 3Gl
ST Hhdl 81 30 Wi R & IR &3 3R ¢ fob 3o o o9 @
fapeu 9od 3 £
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6. Use stretch wrap and safety straps on warehouse stock.

e # T ATH W W 37 3R GR&T UfEal BT ST B3

Stretch wrap is a great way to make sure everything stays on the pallet
during transportation, and safety straps help keep the pallets secure on
the shelves, avoiding worker injuries.

XTI XY U8 YT PR BT TS AMGR TIPT § b URaeT & QR I il
Tele TR 8 X8, U1 TRaf ufeal T ) QAeth TR & 7@ § Heg Bl &,
T 2ifPrepl Y =ie T ST S Wbl B

7. Invest in warehouse racking protectors.

FIRETSH BT Uiewex d Fawr o

For durable, safe racks and loaded pallets that stay in place, use smart
racking solutions such as step beams, support bars, wire decking for racks,
aisle shields, and column and rack protectors. The investments required
for these items will pay off in the long run.

feahTas, TR X 3R NS forT 7T Adte ot 370+t ohTe R fedh T&d &, 37
fore wATd YT T S WU o1F, IUid IR, Y6 & foIu arR b, sz
Tics 3R By 3R 3% Weaex & ITANT HY | 37 axg3h & e sawasw
a1 o 9T H YTaE e

8. Use warehouse shelf containers. ﬁmwmwmaﬁ

Research the best type of containers for organizing your warehouse and
protecting your stock. To keep stock intact, bulk items and smaller items
can be stored in the warehouse in metal storage containers, bins, and
boxes. You can even make use of space-saving collapsible containers that
fold down easily when not in use.

30 e &1 SHafYd B 3R 30 Wi DI YRET & AT Tad 3/ YR
F BRI R MY B | Wi B RAIR WG & AL, Ui axgaft 3R B
I3 DI UT P HSRU ey, fEaalt 3R gaf & Mem § Juha foar o
ol g1 3T S8 S dTd &8 aTd eI BT HY STANT B Tohd & oo
JUURT H 7 8 TR 3T T HIST S Yoba 8|
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9. Keep a well-lit warehouse. MM B DBt e A ﬁ'-‘l'l‘ﬁ'gﬁ d

Trying to safely place a pallet in a tight space with a forklift is hard enough
on its own. But without the appropriate lighting, you're asking for trouble,
putting workers at risk and increasing the chances of time-wasting
accidents.

Hibierde & WY Th o7 STg B I ¥U § Uoie T &1 SRR HAT
3T 31T T HTH! GRwd 81 Afe IFad U=t sgaeyt & o, 3mu qefiea
B AT PR @ &, 4HPT Bl SfAH T ST 3R © 3R AT daic A drell
g3l B YU T3 R T

10. Hang clearly visible signs in your warehouse. 3 Med § Wy
w7 ¥ fd@rs & aret dbd g

It might take newer staff a little while to get to know their way around the
warehouse. Clear, informative signs and visual aids are imperative for
avoiding accidents and unnecessary forklift manoeuvring.

1. What are the approaches to stock control? stock control Approach
¥l fea & ey a1 87 wie fgau ey
EOQ Approach: éaﬁﬂm

According to EOQ (Ecomomic Order Quantity) approach, optimal
investment in inventory is one where total costs of inventory comprising
carrying and acquisition costs will be minimum. This is also known as
economic order quantity. The approach begins with the analysis of
behavioural relationship between carrying cost and acquisition cost and
total cost at different levels of ordering inventories.

SR EHIAH 3SR Hifed)) eEBHU & IUR, 3¢ & gyan v ag 7
el ST MR SHRAUEY AN Wfied $4¢ B HA AN gAqH BTl 3
3Mffep 3T wifedt & g H 1 ST S1aT 81 T8 DD BT arTd 3R
SFTETT AN 3R 3SR 3¢t & fafid TR R Fd arTd & o sgagiRes
&Y & fazayur ¥ YRE grar g
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ABC(Always Better Control) Approach: @ﬂﬁ (Bﬁ'EZ'IT aﬂ?ﬂ' ﬁ'CIEI'UT)
ThRwir.

A firm may use different types of inventories. Some items may be very
costly and/or slow moving whereas others are inexpensive. For effective
inventory management it is desirable to exercise rigorous control over
those items whose value is the highest and/or slowest moving and pay
little attention to relatively less costly items. This approach of selective
control is popularly known as ABC approach or "Always Better Control’
approach.

T B4 fIfd THR B 3-d¢] BT SUART R Gl ¢ | $S 3MIcH Jgd Tail
3MR/ar it 1 & T AT B Wb & Said 3T T 8 § 1 It gach
TeeH & o 39 axgefl )R HR =0 Te 1 afs-ia g o 9o Jad
31 SMR/aT T eftelt T1fey B e T § SR Srdeed BH e awgeil W
HH HF &1 AT | FUIHD EAU b 53 VDI DI AU = Y Tat
P17 T "EARM FgaR FEAU ERH F ¥ H ST e B

Just-in-Time (JIT) Approach: SIRC-5-1-CIgH (ﬁan'é'é‘l) eﬁaﬁw

JIT System, also known as Zero Inventory System, was originally developed

by Taichi Okno of Japan at the Toyota Motor Company. It emphasises that
a firm should maintain minimum level of inventory and rely on suppliers
for providing parts and components “Just-in-Time" to meet its assembly
requirements.

amsct R, o ofiRY 39t Ried & 17 § +t &1 o1l €, 99 =9
CHIIeT HICR Ut H STUM & drsdl 3iieb-11 gRT fdepRid fobar 7mam uT| a8 59
1 TR SR ST € [ T BH P aH TR $I §-dc! g-E W1 918l 3R
Hed UgH B & 8 Syfddisf R AR g =gl

VED (Vital, Essential, Desirable) Analysis: ﬂgﬁ ('FI'E!ETIUf S{TaY P,
qi-ry) fageyor

Under this approach, inventory items are divided into three categories in

the descending order of their criticality. This ‘V' item includes vital items
which need more attention because stock out of such items will result in
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halt-age of production. These items must be stored adequately so as to
ensure uninterrupted functioning of the plant.

3T BP0 & T8, 3 3MgcH Bl I THRAT & SraRie) o H ofi=T Afor
F faviird forar orar 21 39 A 3nged § Heaqyl Sgen it § B W
31t & 37 BT IMaRTHhar i Y axgsit b b J IR e
JATG H FHIAC SN | 37 a3l D! G T ¥ W1 (a1 ST ey
difes Td= &1 ety dare- gHfd g1 9o |

FNSD (FAST, NON, SLOW, DEAD STOCK ) Analysis:
THUATHS! (BRT, AT, I, 38 W) fazayur:

FNSD analysis seeks to categorize the inventories into four groups in
descending order of their usage. A portion of the inventory items is fast

moving 'F' which is consumed in a short span of time. Some parts of the
inventory items move normally (N) and are used for over a period of a year
or so. Some items are slow moving (S) stock of which would last for more
than one year. Some materials may be dead stock (D) in the sense that no
further demand of such materials is foreseen.

THUATHS! faRA0T ¢t B 3D IWANT & 3faRisl HH H IR Jgg! d
Fiifrd HRA BT TN HRaT &1 Tac] e P U fexdT doil I Ia- arel
T g ol UIS Y H 81 9Ud 8l Sl &1 3¢l 3M3eH & $9 T A
0 Y IAd § (TF) 3R TH Il 1 I 31 TG I AT T o & |
FS 3Mgey 4t Tfd I e a1d () Wi & S Ue a1 ¥ 3ifid qug a%
TN | & ARl 59 3 § g Wi (S1) 8 abat § for T qrafal o) o
BIS AT TR B

2. What are the advantages of ABC Analysis? ot fa=xawor &
T §?

The concept of ABC Analysis was coined by Pareto, an Indian philosopher
in the nineteenth century. It is a value based system of material control. In
this technique materials are analysed according to their value so that
costly and more valuable materials are given greater attention and care.

An organization can benefit by adapting the ABC analysis in inventory
management. Here are some of them:
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TS fa=eoT & SaURoT IFd! Uet H T HRdIT aRifAd URel gRT Te!
T3 2t | I IrEh a0 &t Ue Yoo ST Jomel § 1 59 ddb-ie H aruia!
BT 396 Yed & IR fazawor fasar Srdr g arfes wglt 3R sifdie geaar
TR R SHfYE e SR S@UTA & S Uh | U e sac! vay o
TSR} fARAWUr &Y SIUATHR AT 33T ThdT 8| T8l T8 4 $B -

1. End of life management: Siia=T &1 3ifaw yaem:

Every product goes through four phases during its lifespan: launch,
growth, maturity and decline. Once the product reaches the maturity stage
it is bound to decline sooner or later. Customer demand plays a vital role
in end of life management. With the concept of ABC analysis, inventory
planners can forecast the demand for products beforehand and manage
the stock levels accordingly.

B IAE U SHGHTA & SR IR TRON J [oRd 5: A1, faem, aRkaedr
3R fRTaT | U IR 919 IdTe URusHdl 9R07 § Ugd ST € o oieg a1 91 &
I fRTae 311 a7 B | UTeh @ AT Sita- Ueied & 3id & Hgayul YfAwT
fAuTh 31 Tl faeio T @) YR & Iy, 34 IR Ugd J g IdTal
D1 AT BT STAH T Thd & 3R deJIR T TRl BT Y B Jabd g |

2. Inventory optimization: 3@2‘& SIpe:

timizing inventory is a popular benefit of ABC analysis as it allows
inventory planners to organize high priority items aligning to customer

requirement. Depending on the demand fluctuations the inventory is
stocked to cater to high demand items and also carrying low stock for
undesirable items.

g4l Y SAIHIeId BRAT ABC fa=AN 7 Uk b g a1y € Fifes T8 el
WY & T8H B aGHdl & HIAR I UAHGT ara axgefl &
HARYd B D1 AR T ¢ | AN H IAR-TGE & YR WR Ia¢! Bl 3
T aTell a3t ) IR HRA & o Teiep foma ot § 8iR Sraifyd axgaft &
forg &w e off 3 S 8

3. Strategic Pricing:mﬁﬁfqﬂﬁﬂm

ABC analysis of inventory helps in setting the prices very strategically for

products which bring more value to the company. The company will have
to monitor those products which are highly desirable to customers and

[128]



have an escalating demand. Based on that data, the company can increase
the price of these items by a few extra dollars which will make a huge
impact on the profit.

Z-d¢t B1 Tt fazavur 34 Idral & fow sgd &t WHifde dlids d Bidd
feid o & Tee FHRar g S duHt & fore it Ied ard €| O &1 3
IATG! Bt TR BT gIT SN ATe ! b ol s a1 § IR !
AT 93 W61 81 39 ST P YR W, U1 37 axgail &) pivd § $3 sifaflked
TR B1 i TR Tabdll & O TTH IR 95 981 THTT S|

4. Resource Allocation: T BT 3Tde

Resource allocation with ABC analysis is a continuous process requiring
periodic tracking of class A items. Since these items are of utmost value,
the stock level must always align with the customer demand. In case a
class A item is no longer desired by the customers or has fairly lower
demand, the item needs to be moved to a lower classification B or C.

T faRdvor & Y TG1eA 3MTde U ad Uishdl § forde fae oo T
3{TZeH BI MAfH ST BT STazgdar Bidt 81 fP T 3Mgey 3rdid Jega
¢ ST Wb TR GH A b1 ATl S SATHY 1 =Y T Tl T
3{TgeH 3§ TMeh! gRT difdd a] & T1 3B ATl BT HH §, d 3MgeH B
g affexo &t a1 @t & & 9 @1 saTHar gl

5. Customer Service Levels: ATgh a1 &R

Not all products can be treated the same or achieve same customer
service levels. The service levels for different products depend on multiple
factors like the item cost, quantity sold and margin on the product. There
is no point crowding your warehouse with low margin products which are
sold once in a while. ABC analysis allows planners to set service levels
based on the product classification, which improves the overall supply
chain performance carrying less safety stock.

Tuft IaTET & WY TP ST TIER 8! [Ba1 ol Tebar a1 9+ IS ol Th
Bl e a1 TR el e Tpar fafts Sarel & fog Ja1 TR &5 HRPI R
Rk a8 O fop anger o1 ArTa, =it 1S AE 3R IdTg WR A | 3
TeTH &1 HH AT a0 IdTe) ¥ HR BT H1S AaAd T8l & off pH-HHR &
I O & | TR FIRaur SsTeRT ol IdTe IiffehRur & YR TR JaT Wik
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feffd B B AR AT B, S B JR&m Wi AP JHI 3MYfd &gl
TR § UR FRaT 8|

3. What is obsolete inventory? Explain the causes of obsolete
inventory. Obsolete inventory

3{vraferd Sact T 82 SHTraferd Sacl & HIRUN I RS HY | e g-dct

Obsolete inventory, also called “excess” or “dead” inventory, is stock a
business doesn't believe it can use or sell due to a lack of demand.
Inventory usually becomes obsolete after a certain amount of time passes
and it reaches the end of its life cycle.

3fyaferd g=acl, ford ~sifafvaa” ar “ga- 3¢t off g1 oraT §, 98 Wi § ol
DI AR AT Bt HH & HRUT SUINT AT 9T 8! Jaball g1 S-dct AR
IR U (Y T fiam & 918 svaiferd 81 ot § 3R I8 3(U- Sita I &
3fd d% Ugd St |

Causes of obsolete inventory 3yafed gd¢l & BRI

There are a number of common issues that cause inventory to become
obsolete. Businesses should take a close look at their operations to see if
any of these are issues and if so, address them before they lose money:

Tt B3 Qg JHWETY § o aog ¥ 3-dct Suaferd 8l o § | syl
DI 3 FAEH W TRIB! § TR TGH! I1RT b Fal 390 q PHls IHw af
T8I € 3R 3R g, 1 0¥ WH ¥ Ugd 3% 3l R o

Inaccurate forecasting Tdd t@‘fﬁ'ﬂ'ﬁ

Poor forecasting is one of the biggest drivers of obsolete inventory. If a
company forecasts certain SKUs will be top sellers for the first two
quarters, it will naturally place large orders with the suppliers for those
items. But if demand fails to live up to those expectations, the business is
left with a lot of extra inventory. Over time, that inventory will lose its value.

TRIE YafgHH e 3¢t & T8 98 HROT A J TH ¢ | 3FR Plg bu-T
gafga Tl § 7 $& sku ugett g fomfeal & ged wrer fads ), d a8
W FU ¥ 39 awgaif & forg syfdeafstt & a9 offer aift dfd R
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AT 3 SHIGT TR WY g1 axdll, Al G & U 9gd el sffaiad st
g Il € | THT & 1Y, 98 Sdcl U1 Yoo @l o |

Inadequate Inventory Management System arquflasﬁ'gﬁumﬁr
LI

An inventory management system that shows inaccurate numbers or lacks
the reporting capabilities to give a comprehensive view of current stock
will only exacerbate the obsolete inventory problem.

TS SAc! TEe YUat Sl Tad el [G@dt § 31 IHH Kl &l D e
31 & o Rafe ermamait &1 31uTa W 8, 98 Had Saferd At T
P! TTE

Poor Product Quality or Design 3dlq P TR Toradr a1

fewmg

Sometimes it's not hard to see why products flop. Perhaps an item breaks
easily or doesn’t work as advertised, due to either a design oversight or a
mistake in the manufacturing process. Customers may return these items
a problem in itself and leave negative reviews.

F-Fft g8 IueT giRwa A8 g1 fb Iare =t T 81 9 81 Wg
D13 I MMV ge St § a1 fagnfoa adies & o 78] Rl 3BT HRUT
a1 fEemg= & ga ar fmfor ufgsan B 1S e 81 9t 8 | UTed 37 axgait
DI 3T 31T H Teh JHTIT HHHR 9109 R Jhd g 3R THRIHD THIE DS
T g

Sloppy Purchasing ATIRATE! | TRIGRT

Purchasing should be data-driven and closely tied to forecasting and

demand planning. When it's not, and the purchasing team is buying based
on anecdotal knowledge or other unreliable factors, it leads to problems.

TR} Ser-Tarferd g1 T1feT iR Yaigam SR AT FaeH § Fdear @
SSI BT AR STa THT 51 BIal 5, 3R TIGR] P ATel! EHH aRdfad =
1 3 SIHTT PRbT & YR TR TR B 6 B 8, Y 308 Ty
ECARS RIS

[131]



Inaccurate Lead Times TTdd ot 90

Lead times make buyers’ jobs more difficult. They need to understand how
long after they place an order they will actually receive products, which
could vary among vendors.

Extended lead times, especially if they're longer than expected, can be
especially problematic because demand for a product could drop in the
months that pass before an organization receives the goods.

e TR THeR] & 1 &1 3R Gpd S Sd1 2 | I T8 JHIH Bl ed
¢ for 3SR 3 & fran IHg 91g I8 arad H IdTe UTe 81, St fagkarsii &
ST 3ITT- 31T 81 Tobal & | fawaTiRa offs ergH, W 3R J 3Uem ¥ 3ifis
9 g o foRiy U ¥ IHInRd 81 9ohd § Hife T8 Bl I U 814
I Ugd & HEIFI § IdE B T &1 g1 Javelt o |
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STORES OPERATIONS
TR SATAdT

1. What are the types of stores operations?
R ATe & YHR 182

The most common types of retail store operations cover the day-to-day
functions and responsibilities throughout your store. Depending on the
size of your stores or franchise, you may have some of these, all of these,
or additional types not listed.

GexT TR HAaH & T 3T UHR S ©R & feA-ufafes & sl 3R
IeRTl & PR IR &1 3P TR T HAR & PR F YR R,
3T U 394 9 33, I 9t a1 Yo Te1 b 1T Sifafad YR 81 9ohd
gl

Visual merchandising (design and atmosphere)

g fauuE (fEeme= ok arararn)

Visual merchandising covers the aesthetic aspects of each of your stores.
The designers in this part of your team get the chance to make great first
impressions on new customers entering your stores.

fagara afeTeioiT omues Td® WR & Aied Tt ugqsit & R &l g
3D A & 39 oW & fSozRI Bl 3MUd WR H 3 ard 7T Agh! W
IBRH Ul B BreA BT HichT fAetdr 2|

The visual design and atmosphere encompass everything that your store
has control over, inside and outside. These operations include:

72 fEaE 3R TR0 & 98 99 $3 A § R IR 31uss ©R &1 g
&, 918 98 37X 8 TT 18R | 31 B § XM &

- Individual store layouts AT TR ASHT3C
- Store departments and product organization TR fAURT 3R Iare e
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- Signage and displays T2 3R fewat
- Product merchandising 3dIq fagurE

- Music playing over the in-store speakers ER ¥ o Wil R Iiitq §of
@8

- Control of lighting throughout the store tﬁ ER H YR TG &I
[BRELI

Customer service ATg® AdT

Customer service operations oversee interactions with shoppers in your
store, and customer service is a part of many roles — it's not just relevant
for those who sell the merchandise. Large retail stores may have greeters,
sales representatives in each department, cashiers, dedicated customer
service reps for returns and exchanges, and janitorial staff to keep
everything clean inside and out.

TS T JATA 3P R H WGRT & WY T BT G/W B 8, 3R
RS a1 b3 YD1 $T TS 31 & - Ig bad S arll & g Ui
g1 8 oY U Srd § | 918 Wl R A W d!, U fadm & faee! ufafafd,
HRAR, Re 3R T & foe gufta ures Jar ufafAfy ok siex siR e
TS $F 6 3@ & [T AbleR] HHART g1 9dhd gl

Cash handling

Cash handling operations are responsible for the incoming payments from
customers. A mix of cashiers, supervisors, and managers is part of your
store’s cash handling operations to limit returns and fraud. In most cases,
cashiers handle the incoming cash from sales, while supervisors handle
customer refunds and exchanges.

P R STOAT TR el F 31 T YT o e FmieR 81d 81 $RRR,
Tddei 3R U] DT fHISUN TS TR S S gSofT TR BT e
BidT § difp et 3R draryst ol Tiferd fopar o1 9 | Ferar |Har 7,
PIRER fSpt T 3 TTH TPl BT GHIA &, Sd(P T Ted Nbs 3R
TR &) GHTAA 8 |
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Store safety ¥R &M

Store safety operations ensure that your retail store is safe for customers
and employees alike. Employees responsible for store safety will regularly
inspect store inventory, merchandising setups, and displays to make any
changes necessary to prevent injuries.

WR R a1 a8 AT FRaT 8 6 SMudT G R AEH! 3R
HHARAT GHT & T R 81 ©R TRen ¥ oy RieRr st fFrafia
U Y TR 391, AT Jeam iR fExat o1 Femr w3 dife e &
A & e smawa® ois it ggara forar o 9 |

Loss prevention J&HH &1 AHUTH

Loss prevention is an important part of retail operations because it erodes
profits.

BN B AU FerT UR=e BT Th AU fowdl § aaifeh 399 gATH
HH B ST gl

The National Retail Federation released staggering data on retail shrink
losses due to employee theft and shoplifting. Loss-prevention employees
do more than monitor suspicious movements made by shoppers. They
have to investigate internal theft and implement strategies to prevent as
much loss as possible.

A Red Be¥=H 3 HHARA! Bt ARY 3R G F IHH TRMH & BRI
Qe AR § 19 i IH9H & aR § il 37 arel 3fibs IRt 3 7
THAM DI AHUM T a0 FHAR gHMER] Bt Wiery Tafafdl W) ToR
T A ST B IR &1 3 MR A BT S Bt gl & iR R
GHd B I IHIM A & forg Iurifaat oy o= gidh g

Product inventory 3dTg gt

Product inventory operations manage the merchandise coming into the
store. Warehouse receivers will accept shipments from vendors, scan the
items into inventory, and prepare it to go out onto the retail floor.
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I T YaTad TR T 3 a1 J1d BT YU FHRl g daRersd Rt
fasharall & RuHe WHR HH, 3geH B 3d¢! H W Y, 3R 38 Gl
TR TR S & T dOR a3

Administration URMAA

Large retail operations administration handles the behind-the-scenes
office work at a retail store. They will be in regular contact with the owner
or home office to coordinate marketing and sales efforts across multiple
locations. The buying office and marketing department are usually part of
this team as well.

IS Gl YRATeH T Gl ©R 7 U8 & Uy & Sriead & 1 &I
YU §1 3 H3 A R JuuE iR ot vart &1 99 & & fo
Hferes o1 78 wrafad & wry Fafia dud o 87| Wlie srafad 3R fauue
fEHTT SR W 38 & &1 R 8l &

Store management R W&

Store managers and assistant managers handle the day-to-day tasks that
keep the store running efficiently. They handle serious customer service
issues and are responsible for hiring and training new employees. They
also handle reconciling the cash registers at the end of the day and any
bank deposits that need to be made the following day.

€R TR R Tegrish Teudh for-ufafes & Hraf &l e & off ©R &
FRAAYAS Fard g | d THR UTed Ja1 Gei &1 GHTEA § 3R ¢ HHamal
1 B TR I SR fRI& & & for eR §id 1 9 a7 & ofd H b
IR 1 e SR ST o fobT S art fopedt ot s ST bt ot Sl
gl

2. What are the advantages and disadvantages of centralized storage?
Meaning of centralized stores

FEPa HSRUI & T BTA 3R TS 82 $5IPd R o1 A0

A centralized store is that store which receives materials for and issues
them to all departments, divisions and production floors of the company.
Such a store is only one in the company which receives materials for and
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issues to all who need them. The materials required for all the departments
and branches are stored and issued by only one store.

HEIPpd TR 98 WR BT & ot U=t & Tt faymT, gumt iR Iare Hivral
& forT Il U HRdT § 3R I8 ORI Rl & | VT R U1 H U A U1
TR BT & o gt sRexavel & e Irlt Ui Rl 8 3R I SR hRdl
21 g fauTT 3R TRaneft & fou srawas IRl Had T ©R gRI AUeid
3R SR} BT S B

Merits Or Advantages Of Centralized Stores FEIHd TR & ATH
a1 B

The main advantages of centralized stores can be expressed as follows:
FEIPd TR & T A FEMER e fHT o 96d §
1. Economical fHwradl

In centralized store, materials are kept only in one warehouse. More goods
can be stored in single location that minimizes inventory costs,
administrative costs and handling costs. So, it is economical than
decentralized stores.

HEPd TR T, I Bl Had T Mg J W1 ST 5 | T o) RIF W 3AH
T ST fan o Ao § o 3-d¢t amTa, URImfAd arTd iR g sfelT
ANTd HY g1 91t 8|1 ST, I8 fAr=siidd ©R &t o & fhwrad g

2. Better Control And Supervision SgaR fAa=I0T 3R wefdeur

Because of single location and less storage space, it is easier for the
storekeeper to inspect, supervise and control inventory properly.

THd R 3R HH HSRUI VM & HRUT, WRGHIR & g gt o7 e,
TRIQE(UT 3R =01 AT S Bl B

3. Wastage Minimization 3UYoqq TI?I’JﬂT\"UT

Because of proper supervision and tight control misuse and wastage can
be minimized. Wastage minimization leads to decrease in the cost of
production which helps to increase profitability of the business.
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Ifad ydaemn 3R He a0 & HRUT GIUTNT 3R TS & HH faar off
Thdl 81 MUY P! HH B U AT B! aTd H HH 3Tt § Sl Hadrg
F AHYCAT 9 H AGE Bl g

4. Safety &l

Centralized store ensures safety of goods because of better layout, better
supervision and better store audit.

FEPd TR IgR ASMIT, IgAR THAEUT 3R R TR ST & HROT AT
@1 JR& YAy HRar |

5. Fewer Employees ®H ARt

These stores can be managed by fewer specialized employees.
S GHMI &I YaitH $HH IRy HHaal gRI fasan o 9 8|
6. Suitable For Small Firms B1dt BHI & forg SUYdd

Centralized store is suitable for small and medium sized companies with
less production units and departments.

$eipd TR HH IATE 3H1Eal 3R AHFT arell B 3R Heam 3MbR Bt
Uil & fore Sugad & |

Demerits Or Disadvantages Of Centralized Stores Higd Wk
& Y g1 JHA

The main drawbacks or disadvantages of centralized stores can be
expressed as follows:

FEPd WR S T ST A1 THUH 39 UHR o by o Thd o
1. High Transportation Cost 3w uikag ard

Materials are supplied to different departments, branches and production
units from single store. Therefore, it requires extra transportation and
handling costs.

T 8 ®R  faft faum, smarsit 3ik Idre sogal & il &1 smgfd
F A g1 Ui, T R efifed uRas ol il ara @)
IRl gl &
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2. Chance Of Delay 3 B UG

Sometimes production centres cannot receive required materials on time
because of delay in supply. In this situation production process may be
interrupted.

HH-H Sy H & & SR IAIGA Dl D SHTaTd I THI R 81
foyer oreht| U fRufey & Seme wfhan anferd g1 waveht B

3. Risk Of Loss BIf~ &7 Sifaw

In centralized stores, large volume of stock are kept in single location. It
increases the risk of loss by flood, earthquake, fire etc. There also exists a
risk of obsolescence.

FHiHd TR T IS AT H Wid T g W W AT A1 8 | 39 91g, Yy,
3T 31§ THHH BT SNRGH T¢ Sl 81 0 &Y, WA 81 A BT 4 Wt
EAIE

4. Unsuitable 3Juygdd

These type of stores are not suitable for big manufacturing companies
with several production units, branches and departments.

Y UDHR P ®R B3 Ide 3h13dl, ARarsii 3R fumt areht st fafmfor
Hufal & fore Sugad T8 B
4. Explain the importance of centralized storage in stores
management. Central store: HUSR U&= H $5Ipd HISRUI & Hgd
P GHIST | H41T ISR

There can be a central store serving three or four factories or several shops
in a large factory or it can be a central warehouse containing finished
goods. The word ‘central’ only denotes that it severs various units each of
which may have separate sub-stores or departmental stores. Central stores
also exists in multi-plant situations.

TH H4IT WR dH I IR SRG! 91 Th T81 Hac! § H3 bl 1 Jal HR
Tl § I I8 IR AT W aTal U HEi e gl 9hdl §| 'Haid’ ed
Had U8 <ial § i g8 it sesal &1 e Frar § FE I v o
3T 3T JU-ER T fSurdHed €R 8 Idhd § | Hiia ©R 5g-wie fufaat
F oft Aieg g1 §
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Importance of a Centralized Store :

FPpd TR &1 qgd

1. Centralized Store can offer a wider range of goods is provided for all
users than is possible in smaller stores.

FHEHd ©R Tt STRTEHdiell & o axgsht &1 Te TS IS IuAs B
Tl 5, Sl Bic R A ¥4I Ta1 g
2. Inventory can be minimum as material is ordered based on requirement

of all other attached parties and material can be shunted to and from one
store to other one attached to the Central Stores. This is especially so in

the case of tools fixtures, equipment and spares.

g IaH B Tbdl & Fife IRl BT 3SR Juft 3y Fag el
TALIHT & YR TR T ST § R Il ) el HeR I IS U TR
T G R T U 3R Holl o 9ol ¢ | I8 ORIy U § Iuav], fhawr,
TR SR WR F HHe § il B

3. Better control is possible. WWHW%
4. Economies in storage is possible. Goods in bulk will occupy less space.
HSRUI H 9d IHT g | U1 & THH 36 I HH o118 Ol §

5. Bigger storehouses enables better and more modern handling methods
(mechanical or automatic).

g3 HIRTE dgaR 3R 31fies sy gaferT fafta @ifie o1 o) &
e T

6. Delivery at a single point decreases cost of delivery.

T & R R fEefiadt & Refiadt ) arma s9 @ ot 2

7. Receipt and inspection of goods can be more efficiently organised.
I 1 IR 3R Fteror Y it pradTgdes sgafud faa S Jebdr &
8. Opportunities of standardization are improved.

HAF®HIHIV] & AR dgcR gU

9. Stock turnover is increased and the probability of deterioration during
storage is correspondingly decreased.
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Wi TR T¢ ST § 3R HSRU & SR TRIE 8 B GHIGAT HH &l
STt §

10. Less personnel will be required for managing. Unnecessary duplication
of records takes place in decentralized Stores. For example, one may have
ten different Kardex cards for one martial stocked in ten places. Similarly,
accounting work is multiplied.

TeitH & o HH Bl B axgdmar gl fddbaiepd €k & RPIg &
IR GIeRTd BIdT ¢ | IaTeRVT & foIg, T HIRIA & [T & SfeAT-31erT
BTSA BIS TH SHTEI TR T Sff Hebdl ¢ | S X8, SMDISTEN b1 BH B AT
EEAIGI

4. What are the important factors that influence on store house
location? Layout and Flow of Building

WR B3 & RIM Bl THIId 3 aTe HEdqUl SR T 5?7 Ha BT A3
3R vrarg

The optimal design of any warehouse is determined by the type of
operations that would be conducted inside it. Remember that the old
buildings are not very useful in carrying out the material flow for any
business. Certain factors such as ceiling height, as well as column spacing,
can restrict the type of equipment that can be accommodated in the given
space.

e off e &1 3ydr fSTR Su® SR U S1H are FareH & UeR °
feiid giar 81 318 T for QR 3URG fadt off srawma & forg Wl varg
B R HA B 9gd IuaIh 781 & | 5 B HATs, A1y & Hlad R o $&
PR, fou M ”F ¥ gHEifSa fT ST 9% I SUHN & UBR B
Ufasfid B IHhd B

Availability of Skilled Workforce
A PRIGA DI Il

Purchasing a building at a remote location will surely be pocket-friendly.
However, finding a skilled workforce at such a place can be a challenge. If
you plan on moving your trained or trainable workforce from a different
location to the warehouse, it can be a pricey affair. Therefore, it is
recommended to have your warehouse in the area that will have an
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adequate supply of mixed skill sets of labour to facilitate the operations
adequately.

e F gare | fafed @die fAf¥d wu 9 S9 & srEa g gIaifs,
T T R SR HRITA ga- U g 8l Javalt & | fS 3T 0= wiRiferd
7 f1efur 9y Hrfad & ot gaR R I M & & STH Bt ASHT S
&, 11 I8 HETI HIa1 81 6ehdl § | ST, T8 SR 1 Sl § fdb SHTUehT Mard
I &F § g, el e ! A ©U ¥ aureqe 991 & fag Bifda
DI are 4HD! B g smyfd 8

Zoning and Desired Customer Base

How intense operations are you planning to conduct in the warehouse?
What are the future trends of this intensity? In case your activity demands
light assembly, you can choose the location of your warehouse that has
less intensive usage. However, you must also consider other factors like
emissions, noise levels, and the availability of outdoor storage.

These requirements will also influence the districts that you can target for
your future operations.

31 Tierm # fedet e nfafafial deferd B @t e s 3@ 87 39
doar & Uiasy & I A 82 A MUt MY H gop T B
ARG §, Al SATT U= TG BT RIF g Thd § STel HH Tg IuanT
BT R | BT, SMUD! Ioioi, TR P TR 3R 16! HSRUI B Jueed o
3 BRI R Y fFaR 1 @1l A siaxgean 34 fSrat & o wwifaa
HOT R ST 3= Wi & TaTed & oY aféd 3 I9d &

Proximity to Major Linkages

T e | fArdearn

What are the most predominant means of transport used by you? Do you
prefer land, rail, water, or air transportation to move your goods? So,
whatever your needs are, it is essential to have your site easily accessible
to such a means of transport. Besides this, proximity to your customers is
another factor that you must consider. For example, if you sell actively in
Bangalore, you can store your products in the Ship Rocket Fulfilment
facility as the warehouse is in close proximity to the highway. You can
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deliver products faster and reach your destination without any hassles of
being situated away from the city.

3{Tae GRT IUANT fHT oM aral uRag & Tad U J1e= 1 87 &7 310
3T HH & & O & forg Yffy, ¥d, 9 a1 18 uRdgT ThiE $HRd 87
3fog, 3ge! off ot evd €, 31U Trge R U uRae We! db ST
T Ug BT SReRY 8| SHP ST, 3MUS UTeeh! ¥ FAdbedT Tdh 3R RS §
forT R iUt faaR &1 Tnfeu | IeeRur & forg, afe oma d7TaR & wfhg
=Y ¥ 3! B ©, T 39 30 IJTal BI Ry e parberic giaur d
TS P Gobd § b Ter ISR F Toidlep 71 3T IATE! Y aoft J
faafed R Ghd & 3R UeX A R 811 Bt it off TRt & 87 309 Tiaeg
I Ugd Thd 5|

Material Handling Capabilities

Another factor that you should consider when choosing a location for the
warehouse is the availability of the handling equipment and staging
facilities. In case the primary model is a truck, make sure whether the
facility has the depressed docks. Ask yourself if there is a need for docks
to be internal. It is certain that a highly intense distribution will often
require cross-docks. Furthermore, are there enough storage facilities
available? These will help you understand if the material handling
capabilities can be handled by your warehouse or not.

e & o R g0 AT 3! R 30 PR IR AR &1 91T, a8
¢ sfei Iumr SR R glawrsit @t Iuasdn afe uufie disd b
g, I gRfda &3 & gfawr A feuke e € a1 7811 3ua g § g & @
Sl B TdND I B MaRghdl g | U8 Ff¥d & fF srafde Te faavu
& T SRR HIY-Slh B! ATAHAT BRI | ST 3feld], T Tafd HSRUr
gfaumd Iuas €7 T IS I8 JHeH A Aee Heil o aar Il gefeim
&SN B TS M GRT YHTAT ST Gl § a1 et |

Size of the Warehouse

METH BT PR

Size, of course, is an obvious criterion. Your warehouse facility must be
capable of accommodating your inventory and fit in the size of your
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company’s requirements. For all startups and new companies, it is
essential to ensure that there is enough room around the facility for
expansion. This will help save time and money when your business is riding
high on the ladder of success.

PR, TR 3, T WY AFES §1 SMUST Mam G smuet $3¢ &
TG o3 o e g1 AT 3R 3udht du-t Pt Sawadmarst &
HR H fore g =nfenl @l wrésm iR =2 dufat & fo, a8 gifyd
HRAT IS ¢ fob FIdR & o gfaem & smaury yafed sr1g 811 o7a 3muds
AR FHA $I gl W ¢ 381 g, a1 ST I 3R U1 99 H Hag
forert

Regulations and policies faf~aq 3 e

Before you buy any warehouse facility it is important for you to inquire
about all the regulations and policies that are prevalent in that location.
There may be certain locations that do not allow the storage of certain
types of goods. If you deal in those goods, it is best to avoid them so as
to avoid any future hassle.

foait ot Mem glawr &1 T ¥ Ugd 3Mud! 39 RF W Ay gt ot
3R Hifadt & IR H TGN A1 T 31 $F TY RIF 1 9Shd § off I8
W TRE & JHHl b HSRUT B AR 6l 3 §1 SR 3HTT 37 FHHI BT
AR $Rd g, a Hiawy § fasadt of R § a1 & forg 379 R @ &
o 3BT 8|

Final Thoughts 3ifaw faar

Before you buy any warehouse facility, it is crucial for you to inquire about
all the rules and policies that prevail in that location. There may be
particular locations that do not allow the storage of certain types of goods.
If you deal with those goods, it is best to avoid them to reduce the chances
of any future hassles.

foreit oft e glawr o1 wie ¥ ugd, 3 oy 39 ®iH W A gt ot
3R fifadl & IR T UBde S HedyUl ¢ $© faY ®IH 81 ¥ehd & S
FS TSR & THF F HSRU $ afd 7t &d §1 3 oma 37 Wamt &1
GeT o g, o vfasy & fpdt off e &t W1 Y FH A & e I
CERIEER R E ]
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5. Discuss the health and safety directives on stores operations.
R A IR W 3R JRET S IR =i B3

As a store owner, you know it's important to ensure that your retail space
is safe for both customers to shop and employees to work. There are a
variety of factors to keep in mind when evaluating the safety of your store.

THh TR & T1fiH & R W, 319 9 ¢ fob T8 IR 1 Tgayui ¢ f&
3T el R TEH! & AU BIGRY B 3R HHAIRGT & T A &
T QR 811 ST LR B GREM BT Heich PR THT P dRE P BRI
DI A | G 1

Fire Hazards 3T & Td¥

Fire hazards may be abundant in your retail store. Factors such as exposed
wire from lighting or computers, open flames in a store display, improper
chemical storage in a back room or combustible materials left near a heat
source are major fire hazards that could harm both employees and
customers.

30 el R & 3T T & TRk dgd 61 6l Iabd ¢ | ATSET a1 SR
I Fden I Ga dR, ©R 5 # Welt ue, i & W & sfed adids
J IrafE HSRUI g1 TH & Fid & UMY B! T8 saa-=id IRl SiY R$
3T T & TS Wk & off HHAMAT 3R TGS G| B TH U Ugdl Javd
gl

Ergonomics HHGECT AR

According to OSHA (Occupational Safety and Health Administration),
ergonomics is the science of matching your workplace requirements to
your employees' capabilities. Mismatching job requirements to
capabilities can result in employee injury or iliness. For example, if you hire
a petite person to lift very heavy boxes for hours on end, you may risk
injury to your employee due to poor ergonomics.

OSHA (HauIie YR& 3R W URIH) & AR, TWIHTHR e
DHTIRIA DI TRTHATSN DT TS HHATRAT H1 &Aarsit I frem o1 fage
21 &3 & 1Y Ah) B aHarsit T e 9 814 I HHAR] Bl dle
T el © AT SR 81 Fobell § | SaTERUN & forg, Afe oty °ef aob sigd W
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IR I3 P U Th BIE B & Afad I HH W ITd ©, dl 3T TS
TIHNHE & HRUT AT FHIAR! B IIE H BT ST 33T Thd 5 |

Air Quality drg UTa=l

Retail stores often may be located inside other buildings such as malls,
with no windows to open in case the store needs to be aired out. Without
proper ventilation, the air in a retail store may begin to collect mold,
fungus, bacteria or specific vapours from products used. If a mechanical
air system is already in place, check to see that it is functioning properly
and hire a professional to fix it in case it stops working.

Gerl WR R Hid ST 30 IARA! & 3feR fRd 8 Ibd §, ol @R &Y
gdIeR B & foU Wi & forw +1s fosfear 981 gt &1 Ifud afeas &
foTT, GaxT R H §a1 H 3T [T 7T Id1G) ¥ Hies, By, Saciar ar
fafRTy arsy 51 g @ Wehd 7| afe Bis g arg womel ugd § & Aieg
2, 01 U8 3T & e Sifa &% b g Sl q o1 A= I8 3 1 18T 3R Ife ug
BHTH HIAT §¢ PR ¢ dl 39 31P B o (oY foddt URIaR Dl g &L

Visual Inspection of Premises IR™R &1 g1 fAstgron

Visually inspect your store's premises consistently to ensure that no
hazards are apparent. These hazards may include uneven flooring, spills
that could cause a customer or employee to slip and fall and misplaced
boxes or other items on the floor that may cause someone to trip and hurt
themselves.

30 TR & YRR T TAR FRI&0 B q1f I8 GHTEd gf 9 b dig
TR Al T 81 39 el B 3HH R, R gU I off e a1 et &
e 3R fTIRA BT HRUT 7 Tobd & 3R B TR ITTd S8 I T I T
3= T XM 1 Tobd & oY IS fad 31pR TR Tifed &l o gl

Natural Disasters WTpfd® 3TUGTY

Where your retail store is located can determine what safety measures you
may need to take in case a natural disaster occurs. For example, if you are
in a region where earthquakes are common, you may take special
precautions by not stacking inventory high above your customers' heads
where it can fall with earth movement.
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3{TIHT YT TR Hal (U &, I Fufid &= avar § fos wipfaes smuer sm
! U A MU B T JR&M IUR TR B ATl g1 Tabell ¢ | STl
& forg, afd oty TR &7 H € ST6T YebU 31T 31T &1 &, <t 31U 3U Ueehi
F R P IW A T TR AUV JraurT R Tobd g, AP a8 W
RGP HRUN T R GheT |

Crime S3{URTY

Whether you've experienced shoplifting or other types of crime in your
store, or if similar crimes have happened at nearby retail stores, the safety
of your customers and employees may be in peril if a crime can occur on
your premises.

AT MO 3T ghM | IRI T 3 YHR & fORTY HT 3IHT fhaT g, a1
I STY-UT & YT TRI A S UHR & ORTY U B, Y 3T TTeah! 3R
FHHARTT BT TRET TR T TS Thall § TS 3TTH IRIR T BI3 TR BT
gl

Lighting UPIR0

Low lighting may create the ambiance you are looking for in your retail
store, but it can lead to more accidents or crime. Poor lighting may make
it easier for shoplifters to steal goods without being clearly seen.
Customers or employees also may have problems seeing objects on the
floor and could trip and fall as a result. Always keep good lighting on
throughout your store's front end and in stock rooms.

H AT 3M0H Red TR & 98 HIS o1 Tdhcl! g ORI 17T T % 38
2, Afh 3T gHleTd 1 3TIRTY §¢ Tahd & | TRIE AR DI aolg Y gHHER!
& foTT T IR ST &1 9abd g, fo1 S5 A1t dR R a9 | A8l T
HHaRAl BTt el R U axgen @ ST T W 8 Tehdl 7 3R 3P
URUTRGEY 3 3R T IR hd & | 307 WR & I 3R T =H J
O 3BT AT I |

Employee Training SR ufreror

A variety of emergencies in your store could require a first aid-trained

employee to handle. For example, if an employee cuts himself unpacking
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inventory, he may need to properly know how to clean and bandage the
wound to avoid infection.

3AMUF TR H B3 a8 &I MUdeie fufadl ¥ Fues & faw mufie
Ffrc-uRiféra Fiem &t snavgewdr 81 el 3| 3eeu & fa, STR &1
FHHAR THH WA AT Ge, B I Ad1 8, o I ThH0 J g1 & oy
Y1d & I B 3R UST Fe BT el i ST R |

6. What are the types of storage equipment?

Storage and Handling Equipment
HSRUT SUPIU P UHR HT &2 HSRUT 3R ST Syl

Storage equipment is usually limited to non-automated examples, which
are grouped in with engineered systems. Storage equipment is used to
hold or buffer materials during “downtimes or times when they are not
being transported. These periods could refer to temporary pauses during
long-term transportation or long-term storage designed to allow the
build-up of stock.

HSRUI IUPRUN IR W TR-TId ISER0N deb id g €, e
SR Ried & W1 THEIHd fadl ST 81 HSRUT JUSHRUT ST JTIAN
"STS-ICTSH U7 U8 JHY H Il 1 1@ U1 IR B P oY b Srar g o
31 Ufkae 18! forar o X1 81| T 3afdaf Srdferiferes uftag a1 idwifas
HSRU F SRM T TR &1 Tefifd B Tobd! § o Tie & fafor &t
SR & & for fearms &1 718 &

Types of storage equipment: HSRUI SUHIV & THR

Racks Y&

Racks, such as pallet racks, drive-through or drive-in racks, push-back

racks, and sliding racks, are a basic but important method of storage,
saving floor space while keeping their contents accessible.

&, WY fob Uele Yo, S159-Y U1 $189-5 X, YI-9 1P 3IR AR 3P,
SR &1 U AT Afh AGAYD! aRIphT 5, S TR B S8 Fa1d & IR
Y g 37Ot ArER B YAy S8 3@ ] |
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Stacking frames T

Staking frames are stackable like blocks, as their name implies. They allow
crushable pallets of inventory, such as containers of liquid, to be stacked
to save space without damage.

ST 3 I 1 T UaT a8, KB B H i B a8 TP HR AT 8l
€1339¢) % Y B Uy Tdie, O b @Rl b e, ! o1 fpddt v
& TG T4 P 7T Reb A B AN 2 B

Shelves, bins, and drawers. GIFITITRTIT, e 3k aTlﬁ

Shelves, another basic storage method, are less open than racks. Used with
bins and drawers, they're more able to keep smaller and more difficult to
manage materials and products stored and organized. Shelving types can
include boltless, cantilever, revolving, and tie-down.

Ve, TH 3R g Heror fafy g, S X &1 ga1 § &3 Jelt gt ¢
fEsy 3R TR & WY ITUNT fhT oM WR, T BIST 3R 3ifrep Hig= It
3R TG BT UL 3R HafRUd Ra # 31 FerH gid & | A1 ypRY
H Siceay, dfecar, Ralfed T 3R 3-S5 Wi 8 ¥ &

Moving Vertical and Horizontal Storage.

FwEitR 3R &fas HeSRU Y RIFTARd ST

Moving storage with lock and keys are type of indoor vertical and
horizontal storage with shelves and racks to manage materials and
products stored and organized to be stacked to save space without
damage.

el 3R It & Y Id HSRUI, Th UBR BT 3TeR F@iER 3R Afao
YR 8, o Sramrial 3R Yep! & Iy ufed IRl 3R Idre! &1 Ueie
3R Ay A & o =IF T & forg famr forddt Jovam & afia
far STaT |

Mezzanines, ﬁﬁTﬂ?ﬁl

Mezzanines is a type of indoor platform, help to create more floor space
in a warehouse or other storage building for offices or more storage.
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Typical types include modular, movable, rack supported, building
supported, and free-standing versions.

ASHTET U UBR BT 3SR W g, S e I1 3 SR Yo &
Hrafea a1 3ifeie HeRU & fa 31fie TR WY §9H & Aee drar g | falkip
BRI § Hieger, Jaad, Y& Jafdid, fafeT wuffa oiR - demur
MA I

Work assist tooling ®Td TgRIdr gl

Work assist tooling enables safe and efficient product handling across
numerous industries in applications that require the movement of
products, enhancing the efficiency of assembly and manufacturing
operations.

B TETID IUDV], 3Meb I & T ol & Qi 3R Huat Sare
U P FeH ST 8 o Iare) o MTaToie! St aaehdl gidl |, aul
oo 3R fafator st &) gerd &1 ST gl

Pallet Inverters aﬁfﬁ'&

Pallet inverters are similar to upended inverters and help heavy items and

fully loaded pallets be rotated or repositioned with ease.

Odic 3¢ JUST ZaEX & JHM Bid € auT HRY axgaff iR T aRE ¥ W
T IS 1 3T & gHM a1 I: RId a3 § Heg axd & |

1. Explain the types of retail store location.

G 'R M & UHRI BT SRS B

Having a good location for retail is one of the crucial impacts in the case

of the marketing strategy of retail because many of the associated long-
term decisions and commitments depend on the location of the retail.
Having a good location is one of ¢ primary element in attracting prospects
and customers.

YT AR & [T Th 31 RIM GHT YT ATIR BT AT UM &
e B AUl yHTdl 7 | T § Fif 399 oS a8 e Fofg ok
Tfagdnt JYexT AR & RH W R a5t § 1 Juasit ok ugad! o
3T B | Teh 38T RIF BT Wiufiies dcdl & 9 U B
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Types of Retail Store location G €WR RIM & TSR

The primary three types of retail locations that can be considered
depending on the nature of the business.

I D1 YT & YR R Y& VI o Ui diF YRl W [GaR e
T 9 g

1) Solitary sites T~ &Il

These are single small outlets of shops which are separated from different
writers, and they are positioned near other retailers on the roads on the
way to shopping centres. Many of the food and non-food retailers use this
type of solitary sites.

The primary advantage of having a solitary site is that it is away from the
competition and provides the services to the customers, which help the
customer to zero down on the product offered by that particular retailer.

A GBI P ThA BIC ATITUT & O STHT- TR AW F 37T &, 3R J T
YR & I | YSH! W 37 Ge fagrarsit & U fRyd g1 s @ 3R R-
AT GEXT fAohdl 39 UHR B Uhd Alse HI SUAN d & | Thd I18e g
&1 Ui Y I8 © b I ufaeaef 9 QR 8 SR U1ed! &l Jard veH dar
2, Ol UTed & 39 fa=y GeT faghdr gRT U1 fhy U Jare W & dfd
A | HEE PRAT 3

2) Unplanned shopping areas sif-aifora EiierRt &

These are the locations of retail stores which have evolved over a long

period of time and have multiple outlets in nearby proximities. These are
further divided into:

A GeRT I b RIF & S o T | fasnfyd gu § ok 3m9-urd &3 g
1 3% om o & fawnfra fran mm §

Secondary business districts on main or high Street
District neighbourhood

T 91 3 T8 W fgdige sauie fore forem ugiy

Location switch on the street or on the motorway which is also known as
strip locations.
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The advantages of having unplanned shopping areas are that there is very
high pedestrian traffic during working hours and also because of my
residential areas. This ensures a constant pull of customers.

TSP T Hiexd R W Rga 3 S feu Abee & wu o off S1 S g1

SRS =TT TR 819 & WIS I8 © o 1 & 1l & TR Uaa a1l
1 TaTSTe! Sga ST Bt § 3R TR AR & & HRUT 1t | 3T gl
T AR AT G grar 8|

The disadvantage of having unplanned shopping area is that there is a
threat of shoplifting because of which high security is required. Also, it
may cause inconvenience to other customers, and there are high chances
of traffic blocking because of the unavailability of parking facilities.

fafora =it ehar 81 &1 Joae I8 § % agi 9kt &1 Wi 8 &,
ORI BRI I QREM BT MATHdT Bidt &1 WY &, TAY 3T TeH! B
3T B Tobell B, 3R WIhT Fawrsit P quaiar & HRUI AT
3TTG BIF Bl FHIGAT 31 et B |

3) Planned shopping areas fraifora Tdiert &

The retail locations which are well planned according to the architecture
and provide multiple out that are under the same roof are called as
planned shopping areas. They have huge land spaces and the collection
of major retail brands. Malls, Speciality, and Lifestyle centres are classified
under planned shopping areas.

3 G R Sl IRGH A P TR BT TRE Y ToeG & 3R TP 8l 3
& I F3 AU Ua H3d §, S Malid SRIGRT &4 Hgl 1l g | 3P
O fa=rTa Yy R 3R TRa GexT Siet &1 998 gidl o | AT, Wit ok
AT Yo BT Faiford TRt 8t & sfarfa aifera farar Sar 31

High visibility to customers and harmful of customers is a major advantage
of planned shopping areas. But the disadvantages are that why security is
required, and the cost of occupancy is also high.

oG T TRET &1 T 31 HIaeT I8 § [ a8 UTeeh! o it fowars

AT 3R UESH! B! HuH T8l UgadT| Afh UM I8 ¢ fob gt JRam o1
SMARIHT Bt & TR g BT ARTa 2t 31 gt 81
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2. What are the steps to be taken to find the good store location?

IS WIR VM &l Wi & T o1 HeH IS¢ oH I1ige?

A good retail location as a competitive advantage which cannot be copied
by the competition. One location can occupy one retail store, and time
also plays a crucial role along with the location. The following are a few of
the steps which can be applied by almost all the retailer’s in order to find
the right retail location.

TP ST YT VI T faeysf @y g ford ufaeet grr sidt =1 fvar o
THdT 8| Ueh VI Ueh YT TR R Heoll R Fehdl &, 3R VI & -1y
Trg i U Aeaqul HYftre FAHTar 8 1| Fefifed oo wen § e ermer auft
a1 fasharafl gRT T8t Y1 RIF WioM & forg ar] foar o wabdr 5|

1) Market analysis: ISR fa=awor

The company has to analyse the market in terms of their product and
industry along with the nature of competition and the presence of
competition. The company also has to consider how old are there in the
market and how many some other businesses are there in the current
location. The company also has to analyse how convenient is the location
in terms of supply chain management and warehousing in order to make
the products available on a daily basis.

HUH ] ST IS 3R I P Feof & ToIR 1 [T BAT SNl B, Ay
€ ufaeyf Bt Tl SR ufaeyf Bt SuRRUfY @1 +ff fazewur 31 gar 71
SO I g off faaR A1 81T & o IOk  fohee R € S8R adu =i
R foran 3 SIaUE § | HU-! &1 g Hft fa=eor w1 g1 ¢ fob Saral &
e 3MYR W Iueist HIM P T 3Myfef GRaar ysie 3R HSRUl & o
A ®H fd gfausHs g1

2) Demographics of the market: 95X B TAHIRSABI:

The demographics of locality is essential to be considered in order to
choose the retail location. The age group of the customer, profession,
Lifestyle, profession, religion income groups, etc.

Qe RIM T & o1l a1 B TR UR faaR ST {TaRa® § | U8
BT 3T Jg, UM, SHa-=rar, U=, ¥, 37 J5g 31 |
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3) Market potential evaluation: dTSIIR Hyrfaa Hedip

The paying capacity of the population plays an important role in the
evaluation of the potential of the market, along with the impact of the
competition and the product estimation and demand. The retailer should
also have the knowledge of regulations and laws of the country in which
the store is being operated.

FIOIR Y &l & Hedie- § ufaeaef & YT 3R IS & 3Mehar 3R AT
& TIY-1Y SMTETEY BT YT ear 1 Agwayof YfiresT Ry 8 | gexT faghar
1 39 G & I SR B! BT 1t I 811 A1feT e ©R Farerd fasan
EIRGE]

4) Identification of alternatives: faweul o1 LEEIR)

Most of the times it so happens that the retailers in hurry of starting the
business finalize a location which costs them a fortune within fact a similar
location with similar business potential would've been available
somewhere very close which was neglected or overlooked. In such cases,
the retailer should not carry on finalizing the retail location and should
also go out for alternatives and evaluate that location with similar
parameters as stated above.

WIETR aR U7 8l & b 1R & 3 B wiec] | WexT fashal we Ut
T &Y SifeH U 2 2 B, Sy B I 9gd a1 g Usdl 8, S
arad § Ut € STg, STeT SR Bt GHIGHTE THH BT, el Sgd il ot
A e, BT I IY ToRSIE FR & o | T A1Tal §, Ga fashar ot
Gexl VM B 3ifam =0 33 & 31 g g1 A1feT 3R I dabfeuds RiMl
DI TA DHRAT AMRT 3R HWR T TT AN HUSS! b I 3T WM B
i1 D=1 AT

5) Allocation of marketing budget:ﬁ'@ﬁm?ﬂm

A retail store should have a marketing budget depending on the cost of
the location, which is in the third to build the brick and mortar place. The
store which is occupying a prime location and has a good inflow of
customers has indeed cost a fortune for the retailer.

TP GxI R & U RIF $I AT & YR TR T 1T Fole gl aTgy, Sl
£ 3R AR 18 §9H & e IR RIF R 31 S ©R Us T8 - R §
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3R Fore® TMEh! BT BT 3G &, T8 IRAd § el faohdl & 7T Th a7
T gl

3. How to measure store efficiency? WR o1 g&ar $4 |
Storage efficiency TS g&ram

is the ability to store and manage data that consumes the least amount of
space with little to no impact on performance; resulting in a lower total
operational cost. Efficiency addresses the real-world demands of
managing costs, reducing complexity and limiting risk.

WIS &rdT 32T Pl TR 3R Yeifdid B3 P1 &l & Sff UeH R 9gd 4
7 foT foaft T & 6 T HH S8 Tt 8; Fords aRumRa® 1 $at ufarad
AR Y Bl 1 Gerdl ANTd Yeed, Sfeddl B! & HR 3R Siad &
TEd B Bt aRATAD gfaT Bt AT Bl JaAd Hat 7

1. Number of Customers (Customer Traffic) "/Tlﬂﬁﬁ B T=T CIRED

)

A number of customers are the most straightforward metric for your retail
business. Even a child gets that the place that's crowding with customers
must be doing good. Customers are the sole source of money for your
retail business. As Karl Marx had it, human work adds real value to land
and capital. For a retailer, the more potential customers you get into your
shop, the more money they'll likely leave behind.

3% GexT AR F oL AT Bt G Ja o1 AEs 71 T aa i
T Tl ¢ & Tew! U e 313t Id I8t gftl UEh SHTudh el
IR & o O &1 UHHE Hid © | ST 3 1t H1eRd = gl T, AFdg s
Y SR Golt & aRafds Hew Siedl 81 T Qe fagdr & forg, fram sifde
GHIFAT e 3MUD! gHhH H 3MEA, I & 34fiew o1 3 3 fie B
S|

2. Affectivity (Retail Conversion Rate) gHTaRdr T FYARUT )

There is some difference between retail visitors and retail customers. Some
visitor doesn’t buy anything. It's rather unlikely in a big shopping mall, but
very common in specialty stores or luxury boutiques. In e-commerce,
we're talking about customer conversion ratio. This shows how many
visitors a retailer turns into a buyer. It's easy to calculate if you already
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know your retail customer traffic. Just take the number of retail
transactions and divide in with the number of people who visited your
store.

GeRT ST 3R YT AT & §1d P& 3R 81 T 3Niqd o W 78}
Wied &1 U8 TP g9 T Afd # SRiYd §, Afd ARy gawml a1 daerd
g1 T agd 3 B 1 $-1d g1 W TUIGRUT U &b IR § §1d Y
R €1 T8 <l & o Ueb et b b 3imiden! ) WiieR & sea aa
g1 afg oMU Ugd ¥ & 37 GeT Ted ¢fthd Bl S &, A S 70T
HRAT 3 g1 T Jerl Aed Pt U & 3R 3 3P TR W 3 aral
ATl Bt Te ¥ fauford B |

3. Average Sale (Average purchase value) 3Ny fywt (sﬁw-r e
)

It is measured by dividing the total sales value ($) by the number of
transactions. Keep in mind the same customer could initiate multiple
transactions; AOV determines sales per order, not sales per customer.

3 S [P Tl ($) BT -0 B T | FIUTRIT P [1aT ST 81 &4
T b U & U8 s OH-3 TR= R Jobell 3: AOV Uf 3ife fept ferifva
T g, 7 o vl 78 faet |

Average sales order value = Total sales value / Number of transactions
3N et Sifex e = o fash! Ged / AFeA &t I

This is far the most powerful and the most effective measure of the
productivity of the sales system.

Tg 5! UuTel 1 STl 1 319 b BT Ja4 Wfd=ITel Td YHTE AT 8

4. Items per purchase (Size of an average shopping cart)

ufd @GR 3mgeH (T AT B BT ATPR)

In the retail business, especially brick-and-mortar outlet, a sold item more
roughly estimates for added revenue. It also brings along handling costs
like inventory carrying costs, transaction time and salary of sales
associates, needs for retail space. When the sales volumes are higher, it
starts making much more sense. If your retail business keeps up good
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averages per purchase, but the number of items is rising, it means people
are buying cheaper products in bulk.

YT AR H, faRy &0 J Te-3fR-1eR s3ede #, 9t T3 axg ¥ sifafad
RO T SIH AT ST 81 T8 3¢l & o & a1Td, AH-8 BT 99
3R faer! gl & ad-, el WM ST Sl o gefenT antal @i off
T AT 8| S et B TE e gt 8, O I8 9ga Sifve 90 H oM
TAIAT 8 | TS SHTUPHT GerT AT Ufa WIS 33T SiTd &l 8, Afdh axg it
B IRAT 9 T B, I STBT AT g b AT Aih T T I Wile W &

4. What is COHH? What are the substances of COHH?

COSHH
COHH RT8? COHH & Ugrdf R g2

COSHH stands for 'Control of Substances Hazardous to Health'. COSHH is
a set of regulations put in place to protect workers from ill health when
working with specific substances and materials. Breach of COSHH
regulations by an employer or employee is a crime, punishable by an
unlimited fine.

COSHH &1 Adqd § @R & o Wae yardf &1 g1t COSHH
$S om &1 9gg § of Ay gerdf ok it & 9y o exa 99
yfien! Bl WIS WY ¥ 91 & fore ar] favar Sirar §1 e a1 sremt
gRT COSHH et &1 Ieeeq Ua 1Y g, foraes forg sritfirg i
TR ST el 3|

COSHH was introduced to control the exposure of a business’ employees
to hazardous substances.

COSHH ! Y3 I & HHANRG & FRATD Uard & Fudh Bl
R 1 & forg &t 778 o

Common hazardous substances in the workplace include:
HRIRIT TR H TRAS yerdf & i &

e acids 3%

e caustic substances PR Tard

e disinfectants BICTUHIRIS
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-glues i

-heavy metals, including mercury, lead, cadmium and aluminium
o YR oy, o R, W, Sefm iR vegHiom it §

e paint ST

e pesticides PICARID

e petroleum products a@mm

solvents. faea®

Possible side effects of exposure to hazardous substances

Health effects depend on the type of hazardous substance and the level
of exposure (concentration and duration). A hazardous substance can be
inhaled, splashed onto the skin or eyes, or swallowed. Some of the
possible health effects can include:

GRATS Terd & WU T 3 & GHIfAd UG WG R TS aId THE
FARAH e & THR 3R P & WR (Wigdl 3R 3afd) W Rk Fxd B
RS UeTd 1 T & TR 37 o S geba 7, &= 1 3 R fgahr
ST gehd € T el S GohdT 81 WU W gurel § § $8 o 3 <
FIHAG |

e poisoning “lg}

e nausea and vomiting T—I@W 3R It

o headache RReE

e skin rashes, such as dermatitis Eﬁﬂtﬂﬂﬁ, @ﬁﬁ?m

 chemical burns JERIF® Sei

e birth defects S/ qI¥

« disorders of the lung, kidney or liver B0, ﬁmm%%w

- *Nervous system disorders. GIECAGERCEIN
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Explain the COSHH Employer responsibilities.

COSHH faiaar SRed@l & aagse|

Employers have a number of key responsibilities regarding COSHH laws.
These include:

COSHH & & Tay B faiiadrsit ot oy frdeiar 81 578 wnfia
gl
1.Exposure—QﬂR‘|"ﬁW

Employers must prevent or control exposure to hazardous substances.
This can include the provision of appropriate personal protective
equipment (PPE) where necessary

faiarsit o1 WarATe uerdf & Yuds B A a1 REfd HAn arfeul g9
St Saxge g1, IfId aafdarTd JRem SUHR (fHE) H1 wrae™ i 8
o §

2.Control measures - =01 IUTT
Implement control measures around hazardous substances and ensure

these are maintained and kept up to date, in full working order and clean
where appropriate

TR UGTT o ST =01 Il &1 A B SR GATEd Hx fob S
/RT3 SEIA W1 oM, T e ° Hraeia Rufa & g iR Sgt Suged
3. Instruction - 6@%‘\’[

Provide employees with information, instruction and training around
working with hazardous substances

HHATNG] BT WARATD UeTdf &b 1Y HTH B P IR H THBRY, A3 3R
UIRI&0T TG HAT

4.Procedures - Uf$haTq

Having procedures in place to deal with accidents and emergencies
relating to hazardous substances
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TR YT 4 Haiftrd geersit 3R smard fufaat 9 fAgen & fore uforamg
ST

5. Surveillance - FRRTHY

Ensure employees exposed to hazardous substances are under adequate
surveillance

AT ®< fob RS gerdf & ¥udh § 3 ard SHART Tai ATRET o
®

6. Risk assessments - Carry out COSHH risk assessments.
S sfieher - COSHH SIReH 3 B
7. Limits - ?ﬂ'l:lTQ

Ensure the use of hazardous substances doesn't exceed the Workplace
Exposure Limit (WEL).

AT & fF TaRAS el &1 ITANT SRIRd Shieyd a1 (WEL) &
HfAH T/

8. Supervision - qHddeur

Check employees are carrying out tasks as they are supposed to.
it B b HHAT 30T BT SU UHR B I8 & ST I bRl A1fey |
6. What is manual handling? Explain.ﬁﬁ&lﬁ %Sﬁm T %? H'HEITE,'

Manual handling is defined by current regulations as the transport or
support of a load by hand or bodily force. This includes lifting, putting
down, pushing, pulling, carrying, Employers or employees that seriously
breach manual handling regulations potentially face large fines and/or a
custodial sentence.

AAH el & AR Aged gSfeiT & g1 a1 IRIRG T gRT HR &I
ufkae a1 e & =0 & ufRkuifia fasar mar 3 | 558 I, e 3@ T, yadbt
3, Wiee, ST i ®1 e a1 et S Ager gsfin Rawt @
TR Ieered IR 8, I SHTAd =0 I Y SEiEr oiR/ar ferrad &t gol

P HHAT BT UG b dl %l
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Manual handling legislation ﬁﬁam%‘gﬁmﬁ%nq

The Manual Handling Operations Regulations (MHOR) legislation was first
introduced in 1992as part of a series of EC Directives which were adopted
into UK legislation and updated in 2002.The regulations state that an
employer must:

Agere g ST TR WA (MHOR ) ST Uga IR 1992 § EC =il
DI U Jaa & HNT & U § U7 fovan 1 o, o gob i o S19=rm Tan
3R 2002 B 3fera- fasan man| faf ot & w1 man § fob v e Y

Avoid the need for hazardous manual handling, so far as is reasonably
practicable

S8l b YT B, WaRATw U3 gSfeiT B ATIRIHdl J 99

Assess the risk of injury from any manual handling task that cannot be
avoided

farat +ft Agara g sfeim & B dle & Sifaw &1 3w o o/ erar gt o
Gobdl

Reduce the risk of injury from manual handling, so far as is reasonably
practicable.

T8 e HHA B, HFefd gSfeiTT A §IH aTedl dic & SR bl ¥ B

Basic principles of safe moving and handling

e ufvag ok daree & gfardt Rrsia

There are several factors that can potentially present hazards when
carrying out manual handling activities. These are a combination of the
load, the task, the environment and the individual. There are some simple
steps you can take before and during moving a load.

T Fs BRS & ol AYAA gsfonT afafiral &) 3o S T YU =
T G O IR AHhd ¢ | A A, B, TR 3R Hfad &1 JaeH g1 Ae
B A I Y U 3R 3P GRM 31U & IR HeH 31 Tdhd &

1. Plan the lift and carefully consider whether additional lifting aids are
needed. A manual handling risk assessment may also be required at this
stage.
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fore @t o1 99 SR &1 9 foaR & T @ sifafvea fafte gems
JUGBUN P HAIHT & | TH RO T HY3( gofeiT SRaH Jedia @ off

3TIRIHdT gl gball g

2. Reduce the distance of the lift where possible
Sgt GYd g forue &t gl vH B

3. Map out your route and remove any objections that may cause an
obstruction

3o AT Pt ¥ 3R fopaft ot Uft amen 1 R % 7 a1 I R Tt
gl

4. Wear suitable clothing that doesn't threaten to obstruct the lift
T ST HUS UgH for ferge o 1e1 Idd 7 8l

5. Ensure you have a good grip on the load, whether lifting, pushing or
pulling
UCACEIRIRCIEE]

6. Ensure the person handling the load has completed adequate training

IR B3 f YR Yo arat aafda = vaf ufieror v = fean 8
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STORE MANUALS

R Agare

1. What are the types of manuals? A3 & UPR FT 7?2

One of the most widely-spread types of technical documentation is
manual. Nowadays, practically everything that surrounds us has a manual.
Whether we use a mobile

phone or buy a kitchen gadget. Manuals help customers, and technical
specialists use and maintain products and devices.

JH-h! GXATAVIBRU & T IS UHRI H § T AI3M g1 3o,
HIRING FU ¥ TAR MTH-UE B & Aiel I U Hg3r gl ¢ | 18 o
ANIEd WH &1 WA B3 T 418 BT Bl Toie TS | A3 Ted! 3R
qpiih! IRV D1 ITGT 3R IUBRUI BT SEAHTS TR IERETE PR H Heg
RG]

¢ Service manual — helps technicians and other trained people service,
maintain, and repair equipment. It usually contains information on the
problems and breakages that may occur and guidelines on how to fix
them.

T A3 — dH-IREAl 3R 3= URIfda @l &) IuHRON B |idw,
AT 3R AT H Hee Bl 81 39H AR R B arel Ja=naii 3R
22-pe & IR T THSRI gl § 3R 38 31% IR & fe=n-Few g §1

e User manual — assists people to use a particular system or device. It
provides instructions for both skilled and unskilled users for setup,
operation, and maintenance of a product. It may have precautions and
problem guidelines.

SN A3 - ATl ! fpdt faviy Rew a1 fearza &1 Sudi & o
TSI BT ¢ | T8 il IeTe B RATOAT, TATeH 3R I@WTd & forg Hia
3R HA 3 ITARTHATST & o S UeH Hrar 31 3uH qraurfar
3R T el fomn-fAdw 8 gad g
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¢ Operation manual — provides guidance for the staff to perform their
functions correctly and efficiently. It describes what and how should be
done, which is especially important for the quality of goods and services.
Moreover, it contributes to the safety of products and services.

SITORRI A - HHATRG! B 3T BT B! Tal &7 I 3R AT & B
¥ fow anfexia uem war g1 gg Idrar 8 & Far 8k &9 fsar o =R,
S faRIy =0 ¥ aegaft 3R Jaraft @ o & forg Heayuf 81 $9% S,
T8 IS 3R Jarait Bt QR H AT aT B

¢ Training manual — contains instructions to improve the quality of
performed tasks and processes. It is aimed at teaching and upgrading the
skills of employees. It can be used as a reference document in the
workplace or by a trainer to revise the material.

TfRreror A - s Ffed wraf ofik ufharsit &t 1ot H UR $A &
Az e 1 39T ST HHAINGl & P B RREHT 3R I9d BT
21 DT SUANT HRIRA R e SXTaw & U T 1 Uiiefes gR1 Il o1
NG B & o fovar o g g1

¢ Policy manual — contains policy guidelines, rules, resolutions, and
procedures of a company. It helps the management run the business and
make decisions; it regulates the course of development of a company.

A Agerd - 38 FHot & AAfora fezn-Fdw, Faw, dee sk ufosang
A Bl & | U8 Ueed &l Haur Iam 3R Fufa o7 # #ee FRar g; U8
S & fIB™ & UrsThy o HaHd Rar gl

¢ Organizational manual — describes positions in the company, their
responsibilities, duties, functions, relations. In other words, it defines job
descriptions and functions of all employees in a company, which enables
it to perform all the functions in an effective way.

SIS T3S - HUA! T Ugl, a1 fordierial, wda, o, Jeel &1
JU HAT 81 TR Ueal |, T8 Th bu-t H Tt HrianiRal & Aiewdt faaron
3R BTl bl URHIMYT BT &, Sl 38 JHt Bl 1 JuTd dlie § B o
& ST B

¢ Administrative practice manual — gives standard methods and
procedures for the personnel to fulfil the functions and cooperate
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effectively. It may contain instructions for different departments or
guidelines for corporate correspondence. Sometimes, it may contain
instructions on how to improve the knowledge and skills of the employee.

YRS 31 B3 — B B B R B 3R YT 7 F JganT
B & forg Tre faftmt oik ufshantd dar g1 59 fafte faumt & fo A=
T HIURE TAER & forg Rwn-Fcw 8 Iwd 81 Hyi-Ff, 390 S &
T 3R P BT 9§ S & Y 8 bl g

2. What is procedure manual? How to write a procedure
manual?

withar Agara T 32 ufshar Agera & frd?

A procedure manual, also known as a policy and procedure manual, is a
resource for employees that establish guidelines and protocols for all the
major principles, actions and decisions of a department or organization. It
can outline the procedures and expectations for things like dress codes,
hiring practices and even payroll.

Tfspar Agaret, o =fifa 3iR ufehar Agsrd & wu & ot ST ST B, o=t
& o e Ta1eE € S fplt faymT ar e & ot uie Rigial, ®rf 8k
faofal & forg femn-Rdwr ok Mieleia =ifid o 31 98 39 @is, Hdf
gursff 3R Ugl d& b Wia St el & forw ufparsit s 3memsif &1
YGifhd B THdl g

Step 1: Add Title

This is the heading of the document. Make it short and ensure that users
at any reading level can understand.

TRT 1; AP S

Ig XA o1 2 B 1 38 BieT T 3R AfEa &% o fordt off e & wR
& IUANTHAl 38 THS T |

Step 2: Write the description

An introduction that orients users to the scope of the policy.
IR0T 2: faawor ford
T URE Sl JUARTediel &I Hifd & G ¥ uRfad e g
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Step 3: Explain the purpose of the policy

The purpose explains why the policy exists. This includes concerns such as
legal, regulatory needs, and conflicts the policy aims to avoid.

TR 3: I BT IET WY B

Iexg §dTaT 8 & ife ot Aieie 81 599 S, fafame Fed 3ik guef
S fRiart 2 8, e i erer &1 deg T B

Step 4: Add statements regarding conditions

This is the most important and lengthiest part. The statements specify the
main audience for the policy conditions, restrictions for applying the
policy, expectations, and exclusions.

WO 4: X1 S IR T HYA WA

IE qa9 He@yul 3R Ta o fow 8 1 sy i &t 2df, fifd & arg e
& forg wfaaiel, sremsft ok sfewpull & fow gea 2ol o iy #d §
Step 5: Mention scope of policy and procedure manual

This concerns which roles or departments the policy pertains to and
identifies anyone who is exempt from the policy.

TRT 5: ifa 3R ufthar AF3ra & IR T T B

Y I8 Ul Iadl | & i i yfiresr ar favmt @ W&fia § iR a8 sard
2 7 BIF-® 1 T Aifd A ge T B
Step 6: Specify responsibilities

Shows what role, department, or group must maintain the policy.
Alternatively, for some policies governed by regulations, these sections list
roles responsible for implementing the policy.

WGWW@

fearar g & fow yftrer, faumt o1 9gg &t Hifa &1 s9e a1 =fku
dofeud =y ¥, faframt g nia e —fifadt & forg, & srumT Hifa & ang,
T & fog forieR YfEreTsh & gl Hd g
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Step 7: Include procedure details

This is an explanation of how to complete the necessary tasks and policies
by providing the reader with procedural steps and "how-to” information.

TROT 7: ufehar faavor wnfire &3

Tg UTaH & UhaTEd aRUN 3R "B B THGRI U B HTTH
HTT 3R At B R FRA HT Th WHHT g |

Step 8: Mention any references

Presents related policies, regulatory documents, procedures, forms, and
guidelines for reference. Reference any other policies or documents that support
the interpretation of this policy.

TROT 8: foreft el &1 S &Y

e % fere Tefdra o, fafames sy, ufhan, gos oiR fesm-Fdwr
TR Y | 39 - 1 e T T A arett ot ot o =itfay o aaraw
AR

Step 9: Include help page

A table that points users to training programs, paperwork, other company
documentation, telephone numbers, and sources to help carry out
procedures.

TUT 9: HETIAT U A B

¥ CEAdeN, S aRl 3R Ufhaaf &l qx1 A H Heg B & forg il
P 3R SIRT Bl o

3. What are the benefits of procedure manual?

wfthar Ag3ra & a1 a1y 37

A procedure manual, also known as a policy and procedure manual, is a
resource for employees that establish guidelines and protocols for all the
major principles, actions and
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decisions of a department or organization. It can outline the procedures
and expectations for things like dress codes, hiring practices and even
payroll.

gforar Agsra, fo ifa 3R ufehar Ag3ra & U # ot o1 STrar ], el
¥ forg U e g ot faret faumT an Tre & uft i Ry, maf oik
faofal & forg femn-FAdr ok Wietesia =ifid oxar 31 98 39 &is, Hdf
gyT3f 3R gl d% b RId oIt el & o ufsharstt 3R smemsit o
JGifpd HR bl g

Benefits of having procedure manuals

wiehaT Agerd @A & a1y

Having a procedure manual offers a wide range of advantages for your
employees and organization, such as it:

Ufeha B3 B A 3MTUdh HHAIRAT 3R TS B H8 UHR & arH Had
g,

o Sets clear expectations: A procedure manual provides a designated
place for an organization's values, mission, standards and goals. It clearly
defines expectations for employees regarding their performance and
behaviour, and it's easily accessible, so employees can reference back to
it when they have a question.

WY e Fuiia war §: ufshar Agsra fed Wme & g, frwe, At
3R A&l & forg Ay =M UeM o 8 | T8 SHHenial & e 3R sgagR
S IR 303 B WY T J URHING BT 7, 3R T8 39 oy g,
ZfOTY HHAR 51F Pls U B4 & dl 3 391 ¥ A ghd |

o Improves overall productivity: Since a well-developed procedure
manual can be an authoritative resource for employees that provides
answers to common questions, it can actually help employees follow
business guidelines and expedite the decision-making process.

T IdEHAl § JUR: 9fF T o e ¥ e ufhar Agsa
Ul & fore ue nfirsRe Ta1ee 8 avar & o I sl & I
USH Pl 8, T8 aIdd | SHaTRA] B ATgaID feRmAew T U B3
3R fAvfg a4 ot ufesar & aSt @M & Aeg R IodT gl
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¢ Enhances internal communication: Procedure manuals establish an
organization's basic business operations, including modes of
communication. As a result, this can reduce the likelihood of
misinformation or gaps in the communication process.

3R TR BT FETdT &: UiehaT AI3Ie W & g1 Aai® IareH
I WM B &, o TR & adiep it i 81 FfieiaH, a8 Sar ufsan
7T AT AT SR B YU B! HH B JHT ¢ |

¢ Reduces employee training time: A policy and procedure manual can
be a wonderful tool when training new employees or retraining current
staff members. Since you already developed the materials, descriptive and
thorough procedure manuals can simplify the on boarding process by
reducing the effort and time it takes to train employees.

FHHARY TN T HH HRAT & T HHARAT B YR HRA a1 Al
W Tl &1 R I Ufkiféa & & forg ifa ofik ufhan fger@ ta siqya
IJUHRYT B ThdT g1 Ffoh MU= Uga ¥ & areh fawRa o ot 8, s9fem
JUHTAS 3R g vfehan Agera HHaial & ulRkiftE &= # @ a
T 3R T B HH HIP 31 SIS Ufeha P TR ST bl &

e Ensures company compliance: When an organization consistently
reviews and updates its procedure manual, it can help the company satisfy
compliance requirements with the government. For example, when a
company clearly outlines workplace safety and health policies, it enables
employees to meet legal obligations and maintain a safe work
environment.

HUHT ST YA PRt 6: 919 Bls S TR 30T ok g
@1 e 3R SEAT BT 8, dl T§ HUN Bl WHR & Y ST
ALIHATSHN Pl T IR T HEE R Yhal § | &TeRVN & oY, Sa HIg Ut
R PR SR Wy i & Wy ®u 9 J@ifed axdt g, O T8
UG B B SIRIE! B IR B 3R GRI&T BRI aTdTaR0l ST I8
o & I §
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4. Explain the advantages of manuals.
Advantages of Manuals:

AF3E & BRIS FaAT|

AF3E & B

Manuals have the following advantages:
A3 & fFafafad v g

1. Written Information:

A manual provides written record of every important policy, decision and
procedure. There will be no confusion about authority and responsibility.
There will not be any scope for misunderstanding about anything.

fafea seeRY:

A3 o &% Heayuf ifa, fofa sk ufssar &1 fafea Rers garg | sfier
IR fTHERt & SR § Bis Y\ g1 sr | faselt oft S & SR & TadweH
CAERIGIEREH RS

2. Helpful in Day-to-Day Working:

A manual contains details of rules, procedures and regulations which help
employees to understand the working of the enterprise. The employees
will easily follow the routine after reading the manual and it will smoothen
the day-to-day working.

1o FHE™ § HeTaw:

Agera o fomt, ufsransit SR fafam o1 faavor giar & St rienial & 3ed
& BB B! T T Ae BT 8 | BT UG & I HHART ST J
f&=Tert &1 Ut B 3R TG S HTHBTS B! JARE ST

3. Avoiding Conflicts:

Organization clears authority relationship among various persons and it
helps in avoiding jurisdictional conflicts. In the absence of this manual
there is every likelihood of confusion over some work. There may also be
a duplication of work.
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faarel | T9=m:

e+ fafte afdadl & o9 SifieR ddel & WY Fal § 3R I8 R
&7 & farel ¥ 59 H 1eg Rl 8| 39 B3 & 31U T & HIH] I dB
Y B G GHIGAT &1 BT BT 3g<rd Hi &) Gobell &

4. Helpful to New Employees:

The new employees are able to understand the working of the enterprise.
They will quickly start following various rules and procedures. They also
learn the responsibilities of their jobs and their relationship with other
jobs.

U HH=fval ¥ e HegR:

U HHAR] ITH B HTHBS B! GHZH H A Bl 8| 3 Seet I faft Fomt
3R UfHaT3T &1 UTa HRAT R BR il | 9 SO At Bt dgial $ik
3T AT & 1Y U7 Feiel b1+t Thaq B

5. Quick Decisions:

When all directions and instructions are available in writing then decision
taking becomes quick. The persons required to take decisions are clear
about their powers and decision taking becomes easy under such
situations.

@Rd Fofa: St g+ B ofik Fdw fofed wu # Iuersy g ot Fofa d
@Rd g1 31 5| Fofa o aral safad &1 eroet el & SR # TE TEGRE
Bt & ok Tt ufkfRuferall & Fofa AT e 8 S 31

5. Explain the advantages of manuals. AJ3/@ & ATY FaT¢
Drawbacks of Manuals:

The manuals suffer from the following drawbacks:

Ag9m # Fafafea sl §
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1. Expensive:

The compilation of manuals requires much costs. The manual being
expensive, small-scale concerns cannot even afford them.

HEIT: T3 & Yha H dgd M AN et 81 B3 e g &
BHRU BIC-HIC TG Hi 38 98+ gl HR Fobd |

2. Time Consuming:

Preparation of various manuals is a time-consuming process. Moreover,
these require a constant review which again takes too much time.

IHY < grelt:

AT AF3re dUR 3T Uh THT T dTell Ufha 81 39S 3T, =% TR
Tt Bl Tzl gidl & o b & wgd 3ifiies g9 erar @

3. Rigidity:

When written guides, instructions and procedures are available then there
is hardly any scope for variation. One has to follow standard prescribed
procedures in completing a task. There is no scope for discretion and
initiative.

PRl

e fafad Mg, i 3R ufshant Sucisy 8 o deard &1 HIS ToeS el
Bt fopedt ot red ot 1 e & fore wees Freifa ufshanatt &1 arem &
i1 81 33w SR Usd &I HIE [oIgr g gielt|

4. Embarrassing:

Some relationships are such which people will not like to put in black and
white. It becomes embarrassing in revealing such relationships.

HATS:

$o Rz W 813 § R Al 1at 3R Fibe & 718t e =red | W& Rl &t
SRR AT TEATS 8 Sl 2|
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6. Explain the procedure for preparation of manual.

Preparation of Manual

A3 AR H B! ufehar gamg|
A3 AR HAT

The preparation of a manual are entrusted with an individual executive in
a small size organization. A committee is formed in a large size
organization to prepare and/or revise the office manual. This committee
consists of heads of various departments. Steps involved in preparation
Manual

BT HR & T34 H A3 IR TR BT HH U AfGATd FRADBR! B
IT ST 81 98 MBR & IS B HRItard HHd TR HRA 3R /AT SR
B P 1T T AT 1S STt B 1 3 wfvifay o fafdrer faumit o vrgear =mifrr
Bid &1 A3 JOR B § e wRor

1. Assigning an Individual or Formation of a Committee:

ot aafqa & frgaa = ar afifa &1 761 &

An individual is enough to prepare an office manual in small size
organization. A committee has to be formed to prepare an office manual
in the case of large size organization. So, this formality is carried on
according to the size of the organization.

BT MHR & Y34 H HTag AN dOR B4 & o Uer aafad &) gafe
BT 81 IS ATHR &b W & A H Hrafag A3 dOR HRA & e U
AT BT 7o PR TSl 81 3TN, Tg SNUATRBAT TS &b PR P
TR &1 oIl g

2. Preparing the list of Subjects Covered:

Fa¥ fHY Y fawal ot g AR w0

The responsible executive(s) prepare the list of subjects to be covered in
the preparation of of5ce manual. List of subjects vary according to the
type of manual preparation. The subjects and topics to be covered should
be classified and arranged into logical headings and sub-headings.

TR SRIGRIFT) SR Aged &1 Rt & e ey S ard fawal
&1 Al TR FRA & | BT B! IR & UHR & IR ol Bt it 3el-
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ST BIC § | XM fpT ST aret fawat 31k et o) anfferd fsar s =nfew
3R Ao it 3k Iu-zfifen! # srafRua faar s =nfgul

3. Receiving Ideas and Suggestions: foar sk HATd UTW HRAT

Ideas and suggestions have to be received from the office manager,
managers of functional departments and supervisors as per the subjects
covered. A time schedule is to be fixed for receiving ideas and suggestions.

HRATT Yaedh, Hrafds fUET & Teud! 3R THided! ¥ favg & SruR
IR 3R gara U fu oM &1 faarR 3R g=ia ured A & forg v wa-
TRl qg &1 S g |

4. Verification of Ideas and Suggestions: foaRY iR '\33"33[ CARKSRNICE]

Received ideas and suggestions have to be tabled and verified of the
same. Irrelevant and impracticable ideas and suggestions have to be
rejected with due care. The responsible executive(s) can contact functional
manager(s) if there is any non-receipt of relevant information from the
concerned department.

T faaRY 3R ggimal &1 URd faran ST =gy iR SesT JeTo far ST
MR SRS 3R Siase faRT ok ggal &1 Sfod draur & Iy
SRR fpan ST T1fgu | afg Tefid faumT ¥ #is UNiffie SHaRT U
61 B 8, A RieR sl wraferds Teys o | Juh B2 god
gl

5. Classification and Arrangement of Information: YT &1 Taffaor
IR awT

The collected information and data have to be classified and arranged
under each subject and write them up subject wise. The information and
data included should be accurate and complete in all aspects.

THAT THGRT 3R ST & Ud® favg & siarid Fifferd 3R orafRa H
BT 3R 3 fAvaR feramT g1 | JMTHe &1 718 ST RT 3R Se1 9+ ugqasi
H 9t SR guf g anfgul

6. Prepare a Draft Manual: Wwﬁa&aﬁwaﬁ

A draft manual is prepared by considering the relevance of the concerned
manual. A limited number of copies of such draft manual is typed or
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cyclostyled for circulation. A copy of draft manual is circulated among the
office manager, functional manager, union representatives and top
management executives for their criticism. Such criticism is used for the
betterment of the preparation of office manual.

Tafrd Ageret Bt gRfedT IR 3R X% U T8ier Agsid duR fohar Sar
21 39 e & TAel Bged &t Witg wem # ufadt vees & fore ey ar
TEFARETZA B STt & | AGT Hgd &) U Ufa Hrafay yeed, Hrafdd
ydye, T4 & UfafREl 3k 2fid usem il & s S9! s &
forg g ot St 81 TR ST BT ST Hrafad BISd Bt ARy &
gt & fore faman e g

7. Revision of the Draft manual: ﬂﬁaﬁﬂ&ﬁ BT A=A

Suggestions and criticism have been incorporated in improving the manual by
adding new points or deleting some points. The style and standard of language
can be improved by the process of revision of the draft manual. As for as possible
short sentences and words can be used. The language should be simple
and lucid.

A3 H GUR & forg gaa 8iR il ) 2nfie fovar man 3, frew g
fig NS T B a1 5 faigall o) s T ¥ | e Ag3ret b e Bl ufsha
T U 1 el AR TR A GUR 51 o Wbl 81 9181 0 AHd g1 BIC arad
3R Xa! BT ST BT S Taval g | UV TR 3R Fard g1 anfge

8. Submission for approval of Top Management: oY yEee &

3rgHTe g Tefa

The revised manual has been placed before the top management for
approval. Approval of top management is necessary before the
mechanical production of the manual.

RN Agerat I 3AGH & fard X e & THer 31 T g | Aed &
i IdTe ¥ Ugd i veed o) ot o §

9. Mechanical production of the manual: ﬁﬁmmmm
Arrangement for the mechanical production of the manual should be
made after the draft is approved by the top management. The type of

mechanical production of manual is depending upon the number of
copies required. Details regarding size, paper cover and binding should be
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considered before the actual production of manual. The manual should
preferably be in a booklet form.

931 & T IdTe B T Y Jae gRT H1eT Wipd 814 & a8
1 ST AT | B3 & i ITe BT UHR TGS Uladl &1 TS IR
R TR 8 | A3 & TRAfdd I W Ugd 3MBR, TR Hav 3R i
& R B faRur R fa=R frar s wnftu) Agera siftma: Ue gfast &
w0 § g 91y

10. Distribution of office manual: mmmﬁw

Copies of office manual are distributed among the employees of an

organization on need basis. A few copies are maintained as spare copies
which will be used for the future reference and further revision of the
manual.

Frtag A &1 ufaat Bt W & HHalal & ffF sraasdaR
faafed @t odt 1 o ufaar sifalked ufadl & w0 § i St €, fSFe
U Ufgsy & T 3R B3 & S TN & forg fopar s |

1. Explain the elements of a procedure manual. ufepar 'ﬁﬁ?rl?f & doal
B ARSI ¥

A procedure manual, also known as a policy and procedure manual, is a
resource for employees that establish guidelines and protocols for all the
major principles, actions and decisions of a department or organization. It
can outline the procedures and expectations for things like dress codes,
hiring practices and even payroll.

gforar Agsre, for fa 3R ufehar Agsra & w0 # ot o1 Sirar ], el
& forg U e § ot forelt faumT an Tre & uft v Ry, ot oik
faofal & foe fean-Fdy ok didieTa =fid &1 31 98 9 ®ls, il
g3l 3R Tl do b Wi St el & faw ufssarsit ek smemsit &1
JGifpd HR bl g

Elements of a procedure manual UfsFaT 39311 & ad

Procedure manuals can vary based on the industry and organization, but
they typically review several key elements, such as:
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UfehaT B3I ST 3R 69 & SMUR R 7 81 Ghd &, Afh 9 37 dR
W $3 THW dedl B JHET B 8, S

e Organization culture TT& BT

e Employment procedures AR Elﬁv_mﬁ

e Employee benefits FHHARY ATH

e Work-from-home policies W Y B A PI Afaar

e Communication policies TR ifaai

e Workplace guidelinesmﬂﬁ-‘mﬁ_&ﬂ

e Payment procedures H"I?THW

e Employee code of conduct FHHART IR Afgar

e Protocols for technology usageﬁl@ﬁﬁ?ﬂﬂ%%ﬁm

2. Explain the tips for an effective procedure manual. T HTdt ufehar
A3 & forg geima gamg

A procedure manual, also known as a policy and procedure manual, is a
resource for employees that establish guidelines and protocols for all the
major principles, actions and decisions of a department or organization.

gforar Agsra, o ifa 3R ufshar Agsra & = u & ot o1 STrar ], el
¥ fore ue S § S foeelt faumT a1 TeH & ot uge Rigial, wrf ok
faofal 3 for feenfacsr 3iR Mieteie wIfid BRar 21

Tips for crafting an effective procedure manual

TS YHTH! ufehar Ag3re U H31 & fore gana

Consider these tips before you start working on a procedure manual for
your organization:

3T TS & foTd Tfehar AF31d IR &1 YRE B 9 Ugd 3 Jmdl | faaR
2Ny
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o Make a list of your goals and priorities.

3T &l SR U arat @1 T It a9

Creating a procedure manual takes time, e but you can help simplify the
process by creating a list of the procedures and policies you want to
include and then deciding which you should prioritize. Start with the most
important ones, namely any policies that are mandated by federal or state
laws.

In many cases, these are pre-written policies that you can easily include in
your policy and procedure manual.

Uforar A3 - o THY AT ©, « fT 34 39 ufshanaft iR it ot
T TR UhAT B WA T H HGE PR Tdbd § 1ol MY M HAT
TR & MR R T 3 o 31! fsaen! mnufiyerar St =nfee | e mgayuf
TN A YR DY, T WG A7 T BT gRT A g ot Hifcr | 8 gt
¥, Uyl ¥ fordlt g3 Aol Bicht § forg ofma Smarit & oot Aifa ofk wfsean
Agere ® e HR Jod B

¢ Decide which policies need detailed instructions.

T4 B3 P for fifoal & fore farga A= 9 srawawar @

Determining which procedures require a detailed outline can help you
schedule your tasks more effectively.

gg fuffed &= i for ufsanstt & fom favga S o &t saxaed g,
3{TAD! 3 BT DI 31fAH TUI &7 T WA H=l § HGG B Ihdl §

« Create a logical order. U dlfd® HH TC

Make sure that your procedure manual is organized logically by
addressing the broader issues first. For example, many organizations
include an introduction to the company's values and goals first and then
outline the employment eligibility policies and hiring procedures.

IAa X fos smuet uichar gRae! difed €0 ¥ Jafyd g1 3k I9d
TS G| I Ugdl ASI1ed foal S| IGTERUT & oY, 5 W16+ Ugdl Ut
& et 3R et BT Uy 3a § SR R ASIR urera =ifea ok fgfaa
TfhaTal & WO IR B ¢
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¢ Update the manual frequently. 'EHG-IFT Pl TR-TR TS B

A procedure manual is a significant company document that you should
constantly revisit and revise. You can add amendments, remove certain
details and change policies or procedures altogether.

UfehaT A931e U AUl U SX1aw @ oIl SMueh! TTAR SIaRT &
3R TNFAT BT TR 3T TN NS Thdl &, F& AR 8T Thd
3R At wfspanait &) Of e W god Joba &

3. Explain the importance of procedure manual.

withaT AJ3rd $T Hed THIATT

Importance of a Policy & Procedure Manual

W wa wftsar A &1 ag@

Every company faces difficulties within the workflow of its business cycle
and requires documentation of its structured methodology, a framework
of company philosophy, its mission, and vision that ensures visibility —
agreed? That is the purpose of a policy and procedure manual.
Furthermore, policy & procedure manuals help with:

TR HUI B 307 HTIR b P IHT | DSl BT AT BT USdl §
3R 39 forT Ut TRfyd Srfvumedl, Hut & o= &t Tua, 39 ffwE
3R =¥ S XSGRO BT SATARTDBAT Bl & S X AT BT @ -
Terd g2 gal Hifa SR ufshar Agera &1 I g1 3P 3@, Hfd 3R
Tfehar B3id g Hd &

1. Setting expectations Iufie waifia s

A policy and procedure manual helps a business owner in gathering the
company’s mission, value, and prospects all in one place. It also set
standards of conduct, behavior, and performance of employees. Hence,
the policies & procedure manual clearly defines expectations for
employees by providing a source of reference for them to check when
performing their duties.

Hifa iR uferar e AU & e B dut & HRE, T 3R
THTGTSH T T &1 R TR ThAd B | AE HRdl 8| g HHARG! &
RN, FIER 3R UerH & AFe Ht Ruilkd sar g1 safee, Hifa 8ik
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TifshaT A 3re BT 3 forg Srdemaft ! Ty T I gRHId Hrar g, difes
3 U HJA BT YA B AT S & fore e &1 Jid UeH forar o
P |

2. Enhancing Employee Productivity HUARY SATGHT delql

A well-developed policies and procedures manual serves as an authoritative
source for answers to common questions related to your business or company.

Properly documented manuals speed up the process of decision-making for
employees and help them follow regulations concerning business
guidelines. Eventually, resulting in higher productivity.

TH 3! ave I fawyd -ifqar sfik uferamd A3 S SIawrg a1 Ut
Y Hefd TR Uil & IR b U T IR Aid & =0 | 1 ol
21 3fd ¥ U § yafad Agsia HHaial & fog fFAufa a7 @) ufssar & 1fa
34 § 3R 3% mauiie femnfden § Wefia fafam &1 o B § e
YA 8| ek, I IedTaebal § URUTH gl @
3. Improving Communication Wﬁﬁ%ﬂ?

A well-detailed policies & procedures manual is a valuable communication
tool for efficiently processing all business operations within the
organization and for reducing transmission gaps.

TH @l Re ¥ fawgd Afaar ok ufhard Age@ Wmea & ffar wf
FRA P foIU U Yeua AR U g |

4. Reducing Employee Training Time

FHARY TR0 THY B FH HIAT

Another purpose of a policies and procedures manual is to provide a
training guide for new employees and re-train current ones. These
documents reduce the time and effort put into training these employees,
making the on boarding process easier.

“fferat ok ufsransit ot gferesT o1 U SR IE¥ 7T STl 3 forg ufreror
Ariefiepr UeM BT 3R Hiver HHaial B fhR J ulkifdd Ber 81 3
OV 37 HHARG! BT TR B H T ard JHT 3R T BT HH
Hd g, o 3 ST ufssar 3 &) St 2
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5. Ensuring Compliance with the Law @ ®T SUTe AT BT

Policies & procedures manuals that are consistently updated and reviewed
help a company in meeting its obligations with the law. For instance, a
clear work safety and health policy will assist an employer to meet those
obligations imposed on the business by law and provide a safe workplace.

Hfaat ok ufsear Agsr g @R 3USe SR THien &t ot 8, fhaht
S B BT & 1Y 30 ST B ORI IR H HEg Hal & | SETER0 &
fore, U ¥ SRl e SR W Hifd e S SIH §R1 aud W
TR 7T IR 1 QRT R SR U RIS SRIRIT UgH o+ § Fgrdl
caaifl
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CONCLUDING REMARKS
I feuet

The storage system forms the key component of any materials
managements system the efficient planning and design of the store
system is very much important for the efficient and smooth operation of
any plant. Due consideration should be given to the design of the store
system of both physical and information processing. The stores system
closely interacts with other sub-systems and these interactions must be
clearly understood and interpreted. Efforts should be made to incorporate
the latest developments in the area of stores management so as to provide
the right kind of service at the right time with adequate preservation of
the items and minimum blockage of capital.

SR yurrelt freht oft Tl veem yomelt &1 g vew g fardt off S &
P 3R YIRS JTa P o WR Ried &1 Hrd Ao iR fSomga aga
He@yui g | Hifdd iR YaT TR0 GF1 & ©R Ried & fEomg- iR 3fra
faaR foar ST anfdu | R Ried 3= Iu-yunferdl & 91 Haear d drddta
FRAT & SR 37 3fa:fharel & Wy U I qugn 3R Ired fdar s 7|
ER YeYd & & § Fd-ad 9@ &1 A a3+ & TN fhy o a1fgy
s agaft & Tt TWRe0T 3R Yol &1 gAdH SHhIae & Y Tgt 90T R
5! RE B YA UGH 1 ol Hb |
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SUMMARY
AR

In this unit we have identified the basic functions of stores in an
organisation. Effective Storage of goods is vital to the success of any
organisation and efficient

management of stores leads to higher productivity, fewer delays and lower
overall costs. The need of a proper identification, receipt and storage
system has been highlighted. This is followed by a discussion of stores
accounting and verification systems. Systematic procedures to identify the
location of an item in stores go a long way to reduce retrieval time. Some
stores address systems 'have been presented in this regard.

The location and layout of the stores deserve careful consideration as do
the various storing equipment like bins, racks and other material handling
devices. Finally, the basic concepts of automated storage and retrieval
have been presented.

3T 3P H g el e B R & gHard! ol &t ugdd o g1
ft T8 Pt et & forw A1 &1 JHTd 1SR Hg@yuf § 8k ¥R &
PR Y F SAGHAT 96l 6, ol T Bidt § 3R Hof AN HH Bieht 5|
Ifad uga, Uit iR HSRUT YUl Pt 3a<adhdl TR YT STl 74T g |
TP 91G WR BT 3R T yonferdl &t =l &1 78 g1 ©R H foeft
TG B I B UgdM B D! HAaRId UichaTd GAvIT T8 B HH H o
9gd Acc BT ¢ | 39 oY T P9 WR TSy e Uqd fby T § | R &
R 3R A3 fafid HeRor Iuaul o fEes, ¥ 3R o= areht gsfe
IUHRON & =Y A Wy faar 7 a g1 3fd o, aarferd YRl
3R gAvifta &t g srauronsit &1 uxqd far mn g
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KEY WORDS

Automated Storage/Retrieval: e Wlﬂﬂ'ﬂfﬁ

This refers to the use of automatic or semi-automatic material handling
devices programmed to store or retrieve items in a store very efficiently.

Tg aferd a1 3ref-TaEford Il gSfoiT IudRul F IuuNT B Hefd
BT @ O WR H a3l B! 9gd Sadl § GUgd a1 gufe e & R
U fbu e §

Identification System: UgdT WUITelt

A system to give codes (numeric or alphanumeric) to various items in store
for easy identification and record keeping.

wR ¥ fafte axgell &l ol ¥ ugarH S8R Rals @ & fow @l
(TS T SHTYARD) & I Jomeit

Receipt System: uTfe gorret

The procedure to monitor the receipt of goods in a store with indications
of the condition of goods (satisfactory or otherwise) at delivery.

focitadt & v ATd &1 fRUTT (Gdvo e a1 3=9Un) & dbd & Iy R §
AT &I Ut Bt FATRIHT B4 1 ufesan

Store Accounting System: R d@T yorrat

Collection of relevant data for estimating the cost of the product for
pricing decisions.

T iR Foft & fou Idg St arTd &1 SFEM T 8 INiR® Sal
EARPH
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Stores Address System: ®R Q%W R

A procedure by which each store item has an address or a location for
quick storage or retrieval.

T Uit SR gRI TA® TR TSCH & GRd HSRUT a1 guffiy & forg
T Udl g1 M fear s g

Storage System: HSRU HTTert

The manner in which goods are physically stored.

5 8% O O &) Mide U § Sl A oar 8

Stock Verification System: ¥I® TATY YOIl
A check of the actual items in stock physically in the

store with those in the record books.

WR T Hiv[e ardide axgaii o1 Repis g # oo axgsil I o
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SELF-ASSESSMENT EXERCISES
ATH-HIHA AT

1 Discuss the major function ‘stores in an organisation.
fohelt WiTa ¥ R & UJW &1 W a1 B

2 What are the advantages and disadvantages of centralised store room
facilities?

HiHd YUSRU H&f JfaeT & o1 ATH 3R g1aT 87

3 What are the advantages and disadvantages of decentralised store room
facilities?

fah<igpd HUSRU def gfaumall & o @y 3R g1l 82

4 What problems exist when a company attempts to use suppliers' part
numbers in its material identification system? Comment upon the options
the company may have in designing its own identification system.

OTd B8 HUHT U TR Uga Jomet & SMyfdddiaf & Ure HaR & SuanT
B DT AT BT ¢ o T FHETY 31Tl &7 HU-1 b U (U= Ug= Yureit
ST PR3 P ot 19 T fAheu 81 Ihd §, 39 W fewoh &3

5 Why is stores, accounting important for a firm? Discuss various systems
that may be followed and their impact on product pricing.

forelt i & fore R s@mrsfen i Heayyf 87 fafia vonfedl wR ==t &%
fSrTapT UTe fara o1 T 8 SR IdTe Hed YR IR 36T yumE|

6 Discuss the use of perpetual inventory record in both the closed and
open stores systems.

¥ 3R G gH TR Yunferdl § gad el Revls & IUANT UR Tdi d
7 How would you choose the best location for a new store?

3T U TR & o Jafas RIM &7 999 8 B
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8 What are the objectives of good store room layout? Explain.
3 WR TH A3M3C & I5¥d HT 57 THIAIY

9 What do you understand by automated storage and retrieval? For what
kinds of goods and in which companies in India do you think such systems
would be appropriate?

T HERUT 3R QAU & S0 1 TH3rd 87 S9! o1 e § fs YRd
o fpg aRg & I 3R b Fufar & forg T vonferar Suged gt

10 You have been given the responsibility of making a study of an existing
store room and of taking charge of its reorganisation. Outline and explain
briefly the approach you would use in planning this undertaking

3{TUD! T HIGGT TR FH BT LT B 3R 3D G6H BT UUR T B
et §f 715 81 U IUPH B Ao 9 B 3170 ford P10 1 ST
H, TADT EUA TR B 3R J&T & |
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CHECK LIST OF STORES FUNCTIONING

1. At the time of Receiving Material

2. At the time of Issuing Material

3. At the time of Storing Material

4. At the time of Critical Material

5. At the time of Pairs/parts Material

6. At the time of small and costly Material

7. At the time of self-life Material

8. At the time of opening and closing Store
9. At the time of any dispute in working Store

10. At the time of work place recognising internal and external man
power.

11. At the time of prevention in working Store.
12. At the time of the major function “stores

13. At the time of best location for a new store
14. At the time of Inventory function ‘stores

15. At the time of authorised function ‘stores

16. At the time of Scrap sales “stores

17. At the time of the major function ‘stores

18. At the time of Mother ‘stores functions.

19. At the time responsibility distribution “stores
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INVENTORY Plan Sheet
with Min and Max Stock

CURRE | Min Max.
M NT Inventor | SUPPLY | INVENTO
Pl | TTEM MONTH | lIssue |y LOT | RY
an Descripti
Co D Q
tolge | O0 OPENIN | PER/DA | DA | Q | . | = DAY | QT
G STOCK | Y YS | TY S Y
S Y
INVENTORY LEVEL
Q | aQt | at
ltem y y y
Fjescnpt Mater Nor Mi | Ma or? on | on
ion . Qunat mi | ma | Av
Co Store ial UO | mal ity per | 1 X " «
de Sourc | M Lead yp da | da 9
Ware . day da | da | da
e Time ys | ys
House ys |ys |ys
Stock ] in in in
MT | MT | MT

System Operating Procedure (SOP)

Title :Procedure for Store/Warehouse For Inventory / Planning /

WRITE Distribution of Imported and Indigenous Materials To units or user

NAME
OF YOUR
co
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Is

su

e

D | Rev

at | isio

e |n Revision Date Page# 2 Document Ref
Purpose:

To define procedure to ensure uniform method for Inventory / Planning/

Distribution of Import and Indigenous Materials To units or user.

Scope:
This procedure applies to (write address of co) and respective

Units for Receipts / Distribution and Inventory for critical (Imported) and

Indigenous Materials.

Responsibility :
Store/Warehouse In Charge and respective Store's in Units.

e Working sheet for stock movement to units must be referred for
supplies to units and inventory at units.

e During the 15t week of current months CPD (for all items) will be
confirming current months per day requirements, accordingly
working sheet will be updated.

e Inventory days should be remaining same, hence planning for
distribution of materials and inventory is based on days,
not on quantity based.

e Initially to work out stocks movement to units based on current
stocks, once stocks come on defined minimum labels
than there shall be regular supplies to units based on
defined inventory days.

[190]



e Monthly schedule week wise for distribution/issue must be
prepared & maintained at ware house in advance.

e Warehouse shall be arranging the dispatch directly to units based
on defined levels.

e For any unforeseen requirements, any increase or decrease in
quantity the respective store in charges shall be in co-
ordination with warehouse to Incorporate changes if
required.

e Monthly expected imported and Indegenious arrivals report for
coming month shall be communicated on 25-27™ day of the
current month by Import and CPD dapatment.

e And subsequently a separate forecast on every “"WEDNESDAY" will
be released for expected arrivals for materials during next 10 days
by Import AND Indegenious department.

Store at units to keep update status in SAP/ System for every
material, any transaction (receipts/issue) from store should be
updated simultaneously in SAP/System.

Physical Verification (Inventory):

Physical verification is must at the end of every month besides random
checking two to four items every day and all items twice a week.

e Report of physical Inventory must be recorded appropriately at
Store and Warehouse and a copy of the same along with monthly
audit report to be kept as record.

e Adherence of SAP/ ISO / Audits / Excise / Insurance / Documents
and any other statutory requirements with Safety/Security of
Store and Warehouse.
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Receipts:

Advance planning for unloading, distribution to units and storage
of materials at the defined location at W/H is must before arrival
of consignment.

On receipt of any direct FCL of imported materials for any Unit
extended location, an immediate communication/information
should be given to concern of respective unit.

Check that container received has custom seal. In case seal of
container is broken/ unsealed then it should be brought to the
notice of driver & Transporter, CHA besides recording on LR. In
case of unseal container it's advisable to get Dharamkanta done
for such container. And in case substantial discrepancy observed
in weight than it should be notified to insurance and higher-ups.

Documents to check at the time receiving any shipment: Bill of
entry. Invoice, Packing List, Certificate of Origin, Certificate of
Analysis (Test Certificate), Transporter's LR, Toll Tax receipts, way
bill etc.

Physical verification is must with respect to Packing, Number of
bags, marking of manufacturer/ suppliers name, grade / material
code with respect to P.O. etc.

Weight verification of initial 20 bags of each shipment is must
against standard weight marked on the bags or as given in the
packing list / Invoice.

In case of deviation exceeding 50 gm in each bag of 20-30kg. it
should be brought to notice of seniors for decision of inspection
by insurance company. In such cases unloading must be stopped,
till the confirmation from seniors.

Manual GRN along with Qty Check Report, sample of materials,
dully filled QC performa besides receipt of documents should be
sent to Units for MIGO in SAP and for transfer to extended
location in SAP. An acknowledgement of handling over the
documents to concern should be recorded and maintained.
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e Updating of bin card on receipt / issues of any materials.

e |dentification slips to be sent to unit for lab test and to record the
sample movement along-with lab test report from units (sample
register/ test report).

Issues (Dispatches):

e Material dispatches to the units should be as per defined norms/
policy or as per instruction received from concerned unit.

e Material planning/ dispatch sheet should be updated every
month or as & when updating recommended by R&C group,
accordingly dispatches to be made.

e Material to be dispatched to units with respective gate pass, which
should be marked with vehicle number and GRN etc.

e Gate pass for outgoing materials to be prepared in 1+2, 1st copy
to unit, 2nd copy for acknowledgement from unit (vehicle driver
to get the acknowledgement), 3rd for warehouse security and 4th
for warehouse record.

e Preferably Co's own vehicle should be used for transportations, in
case of absence of own vehicle outside vehicle is permissible
provided an advance approval from higher-ups

e To maintain all relevant documents with respect to every
dispatcher o unit along with delivery proof.
Physical Verification (Inventory):

e Physical verification is must at the end of every month besides
random checking two to four items every day and all items twice
a week.

Report of physical inventory must be recorded appropriately at
Warehouse and a copy of the same to be sent to H.O. Weekly physical
report should be sent along with other MIS to CPD
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Records :

Following Records must be maintained at Store and

Warehouse.

Material Location map to be displayed in front of office.

Every material should have Bin Card (stock card) and should be
updated. simultaneously whenever there is any activity
(receipt/issue) in material stock.

Maintenance and updating of register daily basis.

Attendance card of each individual to be maintained by security
and record to be forwarded to PA/HR department for further
processing.

Visitors register at Main Gate Security Office.

Expense register of any purchase, labour etc.

Records for employee’s movements.

Maintenance AMC schedule for firefighting equipment.

Weekly MIS-stock movement with value, expenses on loading/
unloading in prescribed format, physical verification report
conducted twice in week.

Gate pass for outgoing materials.
Security registers for in and out of materials.
Stock Register for all items Unit wise.

File for Acknowledgement form units, lab report, documents of
every consignment etc.
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Guide Lines for Store and Warehouse Activities:

. . . Time Remar
Activity Action Responsibil Line ks
ity
Incoming
Material
VERIFY -
Consignee
Name And
Address on Same
the Invoice/PO time -At
1. DOCUMENTS | NO /GST NO the time
TO VERIFY AT Consignee SECURITY of
MAIN GATE And Consigner Arrival
/GR-LR of
Copy/Rubber Goods.
Form in
Natural
Rubber case.
Securit
personywill Same
show all time -At
2. Produce/show documents to the time
the Documents SECURITY of
to Store Store person Arrival
for further :
Action before °
Goods.
entry.
) No Lines and Same
I?’r'mear;gySi_lao lSpace will be time -At
; eft Between the time
space, inGate | Gate Entry SL. | SECURITY | of
side of Invoice btamp.on of
ack side of Goods.
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Invoice and
write in Blank
space of
Stamp [IN
TIME/PLANT/S
L.NO ] and
Signature of
Security
person .

Write in
Inward
Security
Register
Vehicle
,Reporting
Time/In Time
/Invoice No
and other
details and get
Dharmkanta
weight done,
in presence of
Security and
Store, except
Sealed packed
containers
other than
Natural
Rubber.

SECURITY
and Store

Same
time -At
the time
of
Arrival
of
Goods.

Unloading of
Inward Material

Unloading will
only be done
by heavy
labours ,in
presence of
security and
store both
persons and
after
unloading

SECURITY
and Store
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time -
After
unloadi
ng of
Arrived
Goods.




empty vehicle
weighment is
must from
Dharmkanta in
presence of
security and
store.

[Palty] from
arrived vehicle

to another
vehicle, will be
donein
presence of Same
Security and time -
St.ore. 'Sec.urlt'y SECURITY After '
will write in his unloadi
) and Store
unloading ng of
Note Book, Arrived
both vehicles Goods.
Shifting of no and qty of
Material from Palty done
one Vehicle to with signature
Another Vehicle | of security and
[ PALTY ] store persons.
Any material if
found excess
or shortage
durlr\g Same
receiving must time -
be intimated After
Excess and to CPD, SECURITY unloadi
Shortage through mail and Store na of
by store. 9
Security must Arrived
Goods.

take signature
of driver with
Mobile No. on
the back side
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of Invoice for
the short Qty
received.
Receiving to
driver must be
given after
writing short
received Qty

on GR/LR..
Randomly Same
cross check fime -
Random 10 % of fresh durin
. arrived SECURITY 9
Qty/weight . unloadi
Material by and Store
Check . ng of
Weight for all .
. Arrived
Received
. Goods.
material .
Before giving
Receiving to
driver, Security
must verify
every Vehicle
after
unloading that Same
Receving to nothing is time -
Driver for going back SECURITY After .
Unloaded with the and Store unloadi
Material / Fresh | vehicle .Out ng of
Received time must be Arrived
recorded in Goods.
the inward
register at
security.Receiv
ing should be
given after all
verification

[198]




and approval
from store.

MIGO /SAP
Entry

MIGO for
short/excess
Material will
be done only
after getting
approval for
short and
excess qty
received from
CPD. All
MIGO/GRN
must take
place on same
day for
received
items.

Store -

Same
Day

[199]




Storage Racks

Drum lifter Trucks
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FORKLIFTS

Rolling Ladder
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Pallet Hydraulic Fork Jacks and trolley Bins

Hand Trolley

[202]
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