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UNIT STANDARD 8025  

 

Unit Standard Title  

Controlling and locating stock 

 

Unit Standard ID 

252413 

 

NQF Level 

3 

 

Credits 

8 

 

Purpose  

This unit standard is intended to achieve the following:  

A learner accredited with this standard will be able to control the storage and locating of stock 
to minimise loss, damage and claims, and based on quality service to the customer.  

 

Learning assumed to be in place 

It is assumed that the learner has the following knowledge and skills:  

 Mathematical Literacy at NQF Level 2.  

 Communication at NQF Level 2.  

 

Unit standard range 

The applied competencies expressed in this standard cover a range of largely familiar 
procedures and techniques requiring a range of responses based on limited discretion, 
judgement and interpretation of available information by the learner. The learner is largely 
responsible for maintaining quality of stock location and control processes within a range of 
freight handling contexts.  

 

Specific Outcomes and Assessment Criteria 

Specific Outcome 1: Record the appropriate information of stock.  
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Outcome Notes: Record the appropriate information about stock, (including quality, quantity, 
discrepancies, location, destination, receipt and dispatches), using an appropriate recording 
system 

Assessment Criteria 

 Information that is needed when transporting stock is recorded according to company 
policies and procedures. 

 The procedures for ordering and recording of stock are explained according to type, 
product, weight, and value in line with policies and procedures. 

 Information on recording processes are sourced to provide the most recent recording 
information 

 

Specific Outcome 2: Stock is located and picked with due regard to storage plans, despatch 
orders and shipping instructions.  

Assessment Criteria 

 Locations of goods are identified based on size, codes, labelling and product type. 

 Actions to deal with health and safety emergencies are generated and considered in 
terms of their impact on production and losses 

 

Specific Outcome 3: Replenish of/or add to stock 

Outcome Notes: Replenish of/or add to stock levels, with due regard to client requirements and 
available resources (e.g. lifting equipment, supplier commitments, product differentiation). 

Assessment Criteria 

 Stock and inventory levels are recorded and reported with minimal disruption to 
transport and warehouse operations.  

 An inventory control form is completed according to organisational requirements 

 Documentation to replenish stock is completed according to organisational requirements. 

 

Specific Outcome 4: Determine the appropriate method of storage. 

Outcome Notes: Determine the appropriate method of storage with regard to the type of 
product (weight, nature, value and inherent vice). 

Assessment Criteria 

 The process of storing goods is explained with reference to the relevant legislation and 
organisational policies. 

 The appropriate method of storing goods is explained with the regard to the type of 
product, weight and value. 

 

Specific Outcome 5: Apply stock control measures. 

Outcome Notes: Apply stock control measures (e.g. periodic stock audit results reports) and 
corrective action upon identification of stock discrepancies (in quantity type and quality).  

Assessment Criteria 

 Stock control measures are explained according organisational procedures.  
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 Stock control measures are applied to identify stock discrepancies and minimise losses. 

 Stock control measures are assessed and possible improvements recommended, in order 
to meet legislative requirements and organisational policies.  

 

Unit Standard Essential Embedded Knowledge 

The learner can understand, explain and apply:  

1. Principles of stock control and stock taking.  

2. Product knowledge for stock identification, storage and movement purposes.  

3. Relevant legislation (pertaining to symbols and signs).  

4. Identification (signage, coding, labeling, packaging within warehouse/storage facilities).  

5. Basic principles of risk and loss control.  

6. Welfare, health and safety considerations in terms of both legislative requirements and 
company policies and local environmental regulations.  

 

Critical Cross-field Outcomes (CCFO) 

Unit standard CCFO identifying: Identify and solve health and safety emergencies with due 
regard for timing, priorities and correct safety procedures (e.g. evacuations).  

Unit standard CCFO working: Work effectively with others and in teams preparing for and 
participating in stock takes to identify discrepancies in stock levels and reconciling of inventory 
data to physical stock levels.  

Unit standard CCFO organising: Prioritise activities with due regard to urgent deliveries and 
unscheduled deliveries, to enhance customer satisfaction via a prompt and efficient service.  

Unit standard CCFO demonstrating: Demonstrate initiative in dealing appropriately with 
unscheduled handling, stock losses and emergencies.  

Demonstrate initiative and creativity in recommending improvements on existing stock control 
processes (e.g. maintenance of stock levels).  

Demonstrate initiative in sourcing appropriate information and using correct channels in order to 
implement and improve existing process.  

Demonstrate initiative in determining ways to minimise double handling of stock (e.g. cross-
docking, by-passing storage). Demonstrating and understanding stock management, ensuring that 
product quality, integrity, and differentiation is maintained, that optimum recovery is 
facilitated, and that environmental requirements are complied with.  
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SECTION 1: RECORD AND REPLENISH STOCK 
 

Specific Outcome 1 

Record the appropriate information regarding stock. 

 

Outcome Note:  

Record the appropriate information about stock, (including quality, quantity, discrepancies, 
location, destination, receipt and despatch), using an appropriate recording system 

 

Assessment Criteria 

 Information that is needed when transporting stock is recorded in accordance with laid-
down company policies and procedures. 

 The procedures for ordering, and for the recording of stock, are explained according to 
type, product, weight, and value, in line with company policies and procedures. 

 Information on recording processes are available to provide the most recent recording 
information 

 

Specific Outcome 3 

Replenish of or adding to stock 

 

Outcome Notes:  

Replenish of or adding to stock levels, with due regard to client requirements and available 
resources (e.g. lifting equipment, supplier commitments, product differentiation).  

 

Assessment Criteria 

 Stock and inventory levels are recorded and reported with minimal disruption to 
transport and warehouse operations.  

 An inventory control form is completed according to organisational requirements 

 Documentation to replenish stock is completed according to organisational 
requirements.  
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1.1 The reasons for keeping stock 
There are three basic reasons for keeping an inventory: 

1. Time - The time lags present in the supply chain, from supplier to user at every stage, 
requires that you maintain certain amount of inventory to use in this "lead time". By keeping 
stock, the shop has products to sell to customers immediately, the customer then does not 
wait for the goods to be delivered. 

2. Uncertainty - Inventories are maintained as buffers to meet uncertainties in demand, supply 
and movements of goods.  For example, if a strike by lorry drivers is imminent, retailers, 
wholesalers and other organisations will increase their stock levels to make sure that they do 
not run out of stock.  This is also true of impending price increases. 

3. Economies of scale - Ideal condition of "one unit at a time at a place where user needs it, 
when he needs it" principle tends to incur lots of costs in terms of logistics. So Bulk buying, 
movement and storing brings in economies of scale, thus inventory.  By keeping stock it 
means that the business does not keep only one item at a time and then when that item is 
sold, orders another. Buying in bulk means that the organisation saves on transport and 
purchasing costs. 

Businesses hold stocks in a variety of forms: 

 raw materials 

 work-in-progress 

 finished goods 

 consumables 

 plant and machinery spares. 

 

a. Maintaining Stock 

It is essential that your warehouse has stock available to meet customer's orders. If the level of 
stock runs out then you customers will become dissatisfied with your service. Setting a stock 
level tries to make sure that there is always stock available to meet customer’s orders. 

There are advantages and disadvantages to holding a large quantity of stock in reserve. 

 

 Advantages 

 The stock level provides a buffer when delivery cannot match usage 

 Stock is available if demand increases unexpectedly 

 

 Disadvantages 

 Money tied up in holding large quantity of stock 

 Stock may deteriorate or reach the expiry date. 

 A lot of room is required to store excessive stock levels 

 There is a cost in operating a storage area. 
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1.2 Ordering Stock 
When you receive goods in a wholesale or retail organisation, it could be due to one of three 
stock ordering methods: 

 Where head office sends you goods without you having to order 

This could happen in a clothing retailer, for example, where the buyer decides what stock goes 
to which store.  Or, if head office has entered into an agreement with a supplier to run a special 
on one or more products. 

In this case, you will receive an advice from head office about the stock you will receive.  This 
could be called a Stock In Transit form, a Stock Transfer Form ( STF) or a jab, depending on the 
procedure in your organisation. 

These forms will be generated by head office on the computer system, so you will receive the 
advice and print it out. 

 

 Where you order from head office or another branch 

You will place the order using the computer to generate a purchase order.  The order could also 
be placed by telephone followed with a faxed copy to head office or the other branch, should 
your computer system be offline or your organisation not make use of computerised systems. 

 

 Where you order directly from the supplier 

You will generate a purchase order or requisition, either by hand or on the computer. 

Whichever method was used, you will have a document that states the goods that are due to 
arrive at your store. 

 

a. Purchase order 

 

 

 

It will specify  

 payment terms,  

 delivery dates,  

 item identification,  

 quantities,  

 shipping terms  

 and all other obligations and conditions.  

Purchase orders are generally pre-printed, numbered documents generated by your 
organisation’s financial management system which shows that purchase details have been 
recorded and payment will be made. 

Definition:  A written sales contract between buyer and seller detailing the exact 
merchandise or services to be rendered from a single vendor. 
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Also Known As: PO 

The purchase order also allows you or your organisation to track outstanding orders and accounts 
payable. 

The purchase order is usually prepared in three copies: 

 the original copy is sent to the supplier, 

 the second copy for receiving department,  

 third for accounts department. 

 

 Completion of the purchase order 

See example and follow the steps detailed below: 

1. Purchase Order Number: The number assigned to the purchase order. (Used for departmental 
record keeping.) 

2. Supplier Name and Address: The complete name and address of the individual or company 
which supplied the merchandise. 

3. Ship To: Receiving address, i.e., UAB Receiving, Hospital Receiving, Maintenance, etc. 

4. Deliver To: Name and location of the individual who requested the ordered goods. 

5. Date: The date the purchase order was originated. 

6. Payment Terms: Payment terms defined by Purchasing Department. 

7. Ship Via: Shipping instructions entered by Purchasing Department. 

8. F.O.B./prepaid : Shipping terms defined by Purchasing Department, these terms are usually 
used only for imports and exports 

9. Freight Terms: Freight terms defined by Purchasing Department, usually used only for 
imports and exports 

10. P. O. Line No: The sequential line number which corresponds with the line on the requisition 
(i.e., the first item would be line 1, the second would be line 2, etc.). 

11. Quantity: The quantity of the item being purchased. 

12. UOP: Unit of Purchase. The packaging of the item to be purchased (i.e., each, box, package, 
dozen, etc.). 

13. Unit Price: The unit price of the item ordered. 

14. Extended Price: The total of the quantity of the item multiplied by its unit price. 

15. Description: The complete description, in detail, of the item ordered. 

16. Total: The total amount of all items on the purchase order. 

17. For Questions Concerning This Purchase Order, Contact: The buyer's name and telephone 
number to contact for questions concerning this purchase order. 
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b. Stock received 

 General procedure 

The receiving department unloads and receives materials dispatched by the supplier. Once the 
goods have been offloaded, and placed on pallets (if it is a big order) you have to verify and 
check the quantity and physical condition of goods. 

Verification of the goods delivered against the documents always takes place where at least two 
staff members of your organisation as well as the driver or representative of the supplier are 
present 

 You will compare the delivery note against the purchase order 

 Then you compare the actual goods that have been unloaded against the purchase order 

 Lastly, you compare the purchase order and the invoice with each other, to confirm 
prices, etc. 

 Once you are satisfied that everything has been unloaded and that all discrepancies have 
been noted and reported, sign and date the delivery.   

 

If your organisation uses a receiving checklist, do the following: 

 Using the standard receiving checklist, inspect the delivery for quality, quantity, and 
delivery timing.  

 Initial each inspection point on the receiving checklist to indicate that it has been 
completed, and note any issues on the checklist. 

 

The copies of the delivery note will be distributed as follows: 

 One copy for the supplier 

 One copy for your records 

 Once copy that goes to purchasing to check the delivery against the order and to arrange 
for payment to be made 

If your organisation does not work with a delivery note, you will use the invoice from the 
supplier to compare against the purchase order and the goods. 

 

 If you encounter a discrepancy, do the following: 

 agree with the driver of the truck that there is a discrepancy – he may want to check 
inside his truck for the missing goods 

 inform your supervisor  

 Note the discrepancy on the delivery note 
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EXAMPLE OF A RECEIVING AND INSPECTION REPORT 

 

 

c. Record the stock 

 Goods added to stock records 

Once the driver has left, you have to complete the necessary documents for the goods to be 
taken into the stock of the business and then the goods have to be moved to stores from where 
they will be sent to the various departments and customers as they are needed. 

 

 Goods received voucher 

The larger companies make use of what is known as a Goods Received Voucher or Goods 
Received Note where goods that have been received are recorded.  The goods are then sent to 
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stores with a copy of the goods received voucher.  You will keep one copy for your records.  
Usually, but this will depend on the system in your company, you will staple the goods received 
voucher and the suppliers delivery note to each other and file them. 

 

 Computerised systems 

These days everyone uses computerised systems, so it could be that in your organisation you 
have to enter the details of the goods received voucher on the computer and then print out a 
copy to be sent to stores with the goods.  A computerised system ensures that the goods are 
added in the stock of the business immediately and stores, purchasing and sales departments 
know about the stock immediately.  This means that sales can start selling, or stores can arrange 
for the goods to be packed on shelves in the store immediately.   

 

 Stock codes, details and quantities 

When you record stock, make very sure that your recording is accurate.  You have to make sure 
that you include: 

 The internal stock code for the item 

 The quantity that was delivered 

 The description of the goods 

 If required, the purchasing price and the selling price 

 

d. Arrange payment 

If you have to arrange for payment for the delivery, do this according to the procedure in your 
organisation. 

When the invoices are received from the supplier, they are sent to the store and accounting 
departments for the verification of the quality and price of materials mentioned in the invoices. 
After checking the required documents, the store department requests the accounting 
department to make the payment of the invoice to the supplier. 

 

e. Receiving containers 

This section is only for information purposes. 

 

 "DO's" 

1. The proper procedures for receiving truck load traffic begin with the security guard at 
the gate or with the supervisor responsible for signing for deliveries. It is imperative for 
them to inspect and confirm that all seal numbers are recorded before they are broken. 
Instruct drivers delivering full truckloads that you will record seal numbers only if you can 
confirm that the seals were intact on arrival. 

Be especially alert to the possibility of shortages on truckload shipments when the driver hands 
you the seal with an explanation that he removed it in order to open his doors prior to backing 
into your unloading dock. While this might well be the case, your refusal to give a clear seal 
record in these instances will prevent future tampering or removal with seals without your 
supervision. 
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The origin seal numbers should not be recorded on the bill of lading by the shipper. It enables a 
receiving clerk who has a copy of the bill of lading to copy those seal numbers on the delivering 
carrier's delivery receipt without actually checking the seals on the vehicle. Shippers should 
record the origin seal numbers on their internal records. 

If the vehicle has more than one door, check all doors for seals and record the fact that all doors 
are, or are not, sealed, recording their numbers. 

Watch for "gimmicks" devised by transportation cargo thieves, professional organized crime rings 
and non-professionals to break the integrity of seal records. If you catch a thief in the act, 
prosecute. The "word" will soon spread that your Company "means business." 

 

2. Count and Inspect All Pieces. Keep an unloading tally. If your delivery is short or is 
damaged, note the count and/or damage on the delivery receipt in detail, and have the 
driver sign and date it at the same time. On shortages, note which items were short, if 
possible. If damaged, be specific and factual: "corners bent, wrapping torn, tarp torn and 
shredded, two sheets missing", etc. 

Shortage and damage notations on the delivery receipt provide the evidence required to 
establish a "prima facie" claim that the carrier is liable for a loss or damage. The legal 
significance of these notations should be explained to receiving personnel for better compliance 
and understanding of the importance of their function in the distribution cycle. 

If a delivery receipt with no indication of loss or damage is obtained by the carrier and a 
discrepancy is discovered later, it becomes a "concealed loss or damage." This will severely limit 
your chances of full recovery from the carrier. 

All damage, even if only slight markings on the exterior of a carton or skid, should be noted, 
because it may offer a clue to damage to the contents discovered later. If the banding, shrink or 
stretch wrapping is broken upon receipt, inspect and count the contents in the driver's presence. 
If any product is missing, write a clear exception notation on the delivery receipt such as; "Two 
(2) ctns. Paint #1234 short." 

Consignees should note that in the event of a claim that carriers have the right to perform an 
inspection and will try to determine whether the damage could have been discovered and noted 
at time of delivery. If the answer checked is "yes," the carrier will generally decline the 
resultant claim on the basis that the damage happened after the delivery and, therefore, they 
are not liable. 

 

3. Take Photographs of the damaged merchandise and of the trailer or car if the load has 
badly shifted and damaged. If possible, get driver in the picture along with the trailer 
number or license plate. Get rail car number in the picture. 

Record on the back of the photograph the date, car, or trailer number, driver's name, carrier's 
name, identity of shipment, etc., and sign the photograph. Also record the time the shipment 
was inspected and photographed. It is also recommended that video cameras be installed at all 
receiving and shipping locations as well as at guard gates, and that films be stored for future 
review when necessary. 

 

4. When a shortage or damage is discovered, call the carrier immediately to give them an 
opportunity to schedule an inspection (whether or not an exception was noted on the 
delivery receipt) and confirm in writing the date and time and the names of the persons who 
were notified. Also, report all damage and shortages to the shipper in writing, particularly if 
they are repetitive. Send photographs of the damage, as many shippers do not know how 
well their packaging is performing in transit. 
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Receiving personnel must be trained in proper procedures in order to protect the interests of the 
owner of the goods in damage situations. An immediate call to the carrier with written 
confirmation builds credibility in the eyes of the carrier and provides the beginning of hard 
documentary evidence for the eventual claim file. It also establishes the time schedule for the 
carrier to perform its inspection. If the carrier fails to make the inspection within the time limit, 
or within a reasonable time, the consignee should perform the inspection and submit a copy of 
its findings with its claim. 

 

5. Save all packaging! One of the most important steps to take in cases of concealed damage 
is to set aside the damaged goods awaiting the carrier's inspection. Retain all of the 
original packaging. 

Failure to comply with this provision deprives the carrier of the opportunity to inspect the goods 
and the packaging, which will in turn, severely hinder your chances to recover damages (unless, 
of course, you have preserved the evidence by taking photographs, obtained an affidavit from 
the person having actual knowledge of its condition, etc.). 

 

6. Create an "OS&D" area. This area, used for retaining damaged goods and containers, should 
be in a space that is out of the way of the normal traffic in the receiving area so that further 
damage or pilferage is not incurred by your own personnel in conducting normal business. 
This area should also be secured against pilferage and theft. 

 

7. If a corporate policy manual exists, ensure that there is a section devoted to "Receiving 
Practices" and that it contains the "Do's and Don't's", herein, together with material relating 
specifically to your products. In the absence of a formal manual outlining proper receiving 
procedures, posters are a simple, inexpensive, and effective method to educate the 
receiving personnel on the correct manner to accept deliveries, perform inspections, and 
generally conduct business. Add photos of damaged freight received by your company. 

 

8. Provide the receiving department with inspection forms so that they can perform factual 
and precise inspections on those occasions when the carrier waives the right to do so. In 
preparing such a form, add those items which might more effectively describe your product 
and the conditions which frequently exist on delivery based on your past experiences. 

 

9.  Maintain a receiving log. Record the date, arrival and departure times, carrier's name and 
pro number, vendor's name and order number, description of goods, actual count, notation 
of damage, if any, and the initials of the person making the entry. All of these pieces of 
information could be used at a later date in documenting a freight claim. 

 

10. Management should decide if receiving personnel should be given a copy of the purchase 
order, as it often encourages personnel to merely check each line without counting. Not 
having a copy of the purchase order forces receiving personnel to actually count, inspect 
and/or weigh the shipment contents. 

Rust. All metal products have a natural tendency to rust, and therefore, special precautions 
must be taken to prevent rusting in transit and in storage. Receiving personnel must carefully 
inspect such products for evidence of rusting, and note the extent and degree of rusting when 
discovered. 

Delivery receipts must be noted in detail, such as: 
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Edges rusted on 2 coils, #_____and#_____. 

Heavy rusting notes on #_________. 

Light rusting noted on #_________. 

Top sheet only rusted and pitted, etc. 

11. Refrigerated product should be pierced with a thermometer to record pulp temperature 
rather than the temperature of the package. 

 

 "DON'Ts" 

1. Do not reject the shipment from the carrier unless: 

 The shipment is "practically worthless," considering the cost of repair, salvaging, etc. 
(make sure to take photographs if you do reject, and get the driver to acknowledge and 
confirm the damage on a separate report). 

 The shipment may contaminate, infest or damage other freight in your place of business. 
(Leaking drums, insects, etc.) 

The reason for this rule is that the owner of a damaged shipment must mitigate the loss to the 
greatest extent possible under the circumstances. The law presumes that the owner of the goods 
is in a better position to repair the goods or maximize the salvage value of the damaged product 
since it is in that business. The carrier usually cannot recoup as much money as the owner of the 
goods can in the salvage market. 

 

2. Do not accept deliveries without inspection. Marking the delivery receipt "subject to further 
inspection" is not a good practice. It does not help the claimant establish carrier liability, as 
the carrier will generally allege that the real damage occurred after the product was 
delivered! 

The time to inspect and report on damage is while the driver is present to sign and confirm the 
exception notation on the delivery receipt! 

Occasionally, the person charged with inspecting deliveries is not available at the time of 
delivery. In such cases, the inspecting party should note that fact on the delivery receipt. It may 
explain why a shipment was later discovered to be damaged, without an exception notation 
appearing on the delivery receipt. 

 

3. Non-confirming goods should not be rejected to the carrier if the carrier is not at fault. 
These goods should be accepted and held for disposition instructions from the seller. 
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ORDER FORM 

Order No:  Date: 

Delivery Address: Physical Address: 

  

  

  

  

Part/Item 
No 

Quantity Description 
Price per 

Unit 
Total Price 

      

      

      

      

      

      

      

Subtotal R 

Vat 14% R 

Nett Total R 

Delivery Date:  Buyer Name: 

Delivery Instructions  

 Buyer Signature: 

   

 Authorized Signature: 

   

 

f. Reorder Level 

The re-order level is the level of stock when you need to make sure that replenishment stock has 
been ordered. There are a number of factors that can influence the level of the re-order level. 
These include: 

 The time it takes for stock to arrive from the supplier – especially overseas suppliers  

 The demand for the stock items  

 The length of time that stock items can be stored. Some items might become obsolete or 
reach their expiry date.  



19 | P a g e  

 

If the re-order level is too low, stock may run out before it can be replenished. 

g. Internal Replenishment 

In a similar way in which the warehouse can run out of stock, picking slots can also run out. The 
store person’s role is to ensure that picking areas are maintained with sufficient stock to allow 
picking to occur without disruption.  

Accurate records of the quantities of items that are picked must be made to ensure that levels 
of stock in picking areas can be correctly monitored. 

 

 

 Monitoring the Reorder level 

The re-order level for stock needs to be signaled for replenishment. Some systems that are used 
to signal when replenishment is required include the following. 

 A line around a bin showing the level when replenishment is required.  

 The two bin system. When one bin runs out picking is carried out from the second bin and 
the empty bin is replenished.  

 A count of stock in a location can indicate whether the re-order level has been reached.  

 

h. Reordering systems 

Re-ordering stock can be based on: 

 Push systems in which fixed quantities are ordered or stock is re-ordered at fixed periods 
of time  

 Pull systems in which the demand for stock items drives the re-ordering. 

 

i. Push systems 

In fixed period ordering a set amount of stock is ordered in set periods of time. 

For example, 10 cartons of an item or items are ordered on the first day of each month. 

This system of re-ordering relies on the accurate estimate of the amount of stock required over 
pre-determined periods of time. This is usually built up from patterns of past use. 
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Advantages of fixed period ordering are that: 

 Stock is delivered automatically  

 Excess stock does not need to be stored  

 The cost of the stock may be reduced. 

Disadvantages of fixed period ordering are that:  

 Stock may run out if demand increases unexpectedly 

 Excess stock may build up if demand drops off unexpectedly.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Fixed quantity re-ordering involves a set quantity of stock being reordered when the re-order 
level is reached. 

In fixed quantity re-ordering there is: 

 Maximum stock level  

 Minimum stock level  

 Re-ordering level  

 Hastening level. 

 

 Maximum stock level 

The maximum stock level amount of stock held to meet customer needs. 

Levels above maximum stock levels should not be held as the stock may: 

 Go out of date 

 Deteriorate 

 Cost too much to hold in stock 
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 Minimum Stock level 

The least amount of stock that should be kept in the warehouse to meet customers order. 

The level at which an order should be placed to replenish stock. 

 

 Hastening level 

The level when the quantity of stock is in not sufficient to meet orders. The suppliers need to be 
contacted to hasten the delivery of replenishment stock. 

 

j. Just in time reordering 

Just in Time (JIT) re-ordering aims to have stock items arrive in the warehouse just in time to be 
placed in an order and despatched. The amount of stock held in reserve is minimised. 

JIT is based on several years study of the customers ordering patterns and supply times. 

JIT re-ordering can:  

 Reduce the amount of stock that is needed to be stored  

 Minimise the paper work. 

For JIT to work effectively there needs to be: 

 A supplier who is reliable and efficient. The supplier should also not be too far away from 
the warehouse   

 Low levels of defective stock.  

 Frequent deliveries of small quantities of stock 

 

 

k. Pull Reordering system: KANBAN 

KANBAN is a system in which cards or tickets are used to let the supplier know when more stock 
is required. 

KANBAN is used together with Just in Time so that the customer sets the delivery date of the 
stock items. 

The delivery plan works back from this date.  

The despatch date, assembly of the order, and the ordering of the items from the supplier are 
re-arranged to meet the customers desired delivery date. 

 

 

 

 

Just in time ordering can reduce the costs of running a warehouse. 
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1.3 Recording Stock 
The recording of stock movements is an important part of Stock Control 

Stock Recording Systems should be in place,  e.g. Bin Cards for each item of stock held, 
recording all stock removed and added. 

 

a. Stores Record 

The record of stores may be maintained in three forms 

 Bin Cards 

 Stock Control Cards 

 Stores Ledger 

The first two forms of accounts are records of quantities received, issued and those in balance 
but the third one is an account of their cost also. Usually, the account is kept in the forms, the 
quantitative in the stores and quantitative cum financial in the cost department. 

 Bin Cards and Stock Control cards 

These are essentially similar, being only quantitative records of stores. The latter contains 
further information as regards stock on order. Bin cards are kept attached to the bins or 
receptacles or quite near thereto so that these also assist in the identification of the stock. The 
stock control cards, on the other hand, are kept in cabinets or trays or loose binders. 

Advantages of bin cards 

 There would be less chances of mistakes being made as entries would be made at the 
same time as goods are received or issued by the person actually handling the materials 

 Control over stock can be more effective, in as much as comparison of the actual 
quantity in hand at any time with the book balance is possible. 

 

Customer Request 

KANBAN Ticket 

Order Stock from Supplier 

Despatch Order to Customer 
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 Stores Ledger 

A modern stores ledger is a collection of cards or loose leaves specially ruled for maintaining a 
record of both quantity and cost of stores received, issued and those in stock. It being a 
subsidiary ledger to maintain the main cost ledger, it is maintained by a Cost Accountant. It is 
posted form the Goods Received Note and the Materials requisition. 

Advantages of Stores Ledger 

 It enables distribution of work among a number of clerks due to which receipts and issues 
are posted quickly and regularly. 

 It enables the stock records to be centralized in case of an organization having a number 
of depots. 

 The accuracy of depot can be mechanically tested more accurately. 

 The records are clearer and neater. Also the recurring cost of maintaining them is much 
less than those kept manually. 

If up to date records are available the management will be able to exercise a greater control 
over quantities held in stock from time to time which may result in a great deal of saving in both 
the amount of investment in stock and their cost. 

 

b. Identification of stock 

The normal way of identifying an article is by simple description, but this by itself is not always 
satisfactory for stock purpose. Several different names may be used for the same thing, for 
example a dust bin, refuse container or rubbish receptacle. Take for example paper used as 
stationery; there are many kinds of papers, to identify only one of them properly, it is necessary 
to say that it is typing paper with specific size and colour. Therefore, it is often necessary to 
have some logical basis of identification which is more precise and less cumbersome. This can be 
done first by classifying the stock and assigning a code for each specific stock item 

Classification means systematic arrangement in groups or categories of stocks according to end 
use. The important principles of stock classification are that like should be associated with like. 

A code is a system of symbols or numbers or a combination of symbols and numbers used for 
representing data for purposes of communication or for storage or for processing information. 
Each type of stock should be given number or letter or a combination of numbers and letters, 
which prevent it from being mixed with other types of stocks. Some of guidelines for stocks 
coding are the following: 

 One stock type should not be mistaken for another  

 The coding should preferably tell the type of stock  

 The coding system should be simple and easy to understand  

 The coding system should be flexible and able to take any reasonable increase in the 
number of stocks  

Example of classification: 
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In this system, you will find three levels of classification. The first one will be the major 
classification as shown. The second one is the sub classification under the major classification. 
The third classification will identify the specific item within the sub classifications. 

We will use an example to explain this. Suppose we consider office supplies as a major 
classification, there are many items in this classification to be sub classified as stationery 
supplies. Consequently, we may further group the stationery items and identify the individual 
item. Say A-4 size photocopies paper, which is the specific item. 
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The code system for our example assigns ten digit code numbers to each specific item. Working 
from the left to right each digit places the item in a successively narrower class until further 
differentiation is not required. The first four digits are used for the major stock types. The next 
three numbers indicate the sub class and the last three numbers indicate the specific item 

 

The code given for a stock item is 4402- 001- 001. The first four digits indicate the item is office 
supplies, the next three digits i.e., 001 indicate the sub class within the office supplies let us 
consider this as stationery supplies. The last three digits indicate the specific item within the 
sub class stationery supplies; let us designate it as white A-4 size photocopy paper. 

 

c. Record stock 

Following is an example of a stock record card: 

Description of Item Code 

Unit Minimum level Maximum level 

Shelf No     

Date Reference No Quantity  

Received 

Quantity 

Issued 

Balance Remark  

      

      

      

      

When you receive stock, you complete the stock record card as follows: 

 enter the date the goods were received 

 note the reference number 

 note the quantity received 

 add this quantity to the previous balance to show the new balance 

 add remarks, if applicable 

In a computerized system, the balance available will be updated automatically 
when you enter new stock. 
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Example of a completed stock card. 

 

 

 

 

 

 

 

Formative Assessment 1 
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SECTION 2: SHIPPING INSTRUCTIONS  
 

Specific Outcome:  

Stock is located and picked with due regard to storage plans, despatch orders and shipping 
instructions. 

 

Assessment Criteria 

 Location of goods is identified based on size, codes, labelling and product type. 

 Actions to deal with health and safety emergencies are generated and considered in 
terms of their impact on production and losses 

 

2.1 Flow of goods through the organisation 
these days we want to order goods to arrive just in time for our purposes: 

 Either to resell to our customers, or 

 To manufacture something to resell to our customers. 

This means that the ordering, stock keeping and flow of goods through the organisation is very 
important.  If we receive goods from suppliers Just In Time, we have to make sure that the 
goods are taken up in the stockholding of the organisation immediately so that the goods can be 
sent to the departments who need them without any delay. 

As outsiders or customers, we do not usually think how goods that are delivered to a business 
flows through the business before it is sold.   

In the case of a manufacturer, the goods would be parts that are assembled into a whole 
product and then sold.  In this case, the goods flow from the receiving department to the stores 
as parts to the assembly line where the different parts are built into a whole product, back to 
stores as a whole product, to despatch from where it is sent to customers. 
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FLOW OF GOODS THROUGH A MANUFACTURING ORGANISATION 

 

 

In the case of wholesalers, the goods would be goods ordered in bulk, such as case loads of 
canned peas (say, 48 cans sold as one unit), broken into smaller parts, (say 6 or 12 cans sold as a 
unit).  The flow of goods would then be bulk goods received from supplier, sent to stores, from 
stores to production line where the goods are broken into smaller units, back to stores, from 
where the smaller units are sent to despatch for delivery to customers. 

FLOW OF GOODS THROUGH A WHOLESALE ORGANISATION 

 

 

A retailer buys the goods from the wholesaler or the manufacturer, breaks the goods open into 
individual units (cans of peas), and sells them to customers as individual units.  The flow of 
goods here is: from receiving to stores, from stores to packers or merchandising where it is 
broken into individual units, displayed on shelves and sold to customers. 

Parts received 

from suppliers 

Parts sent from 

receiving to 

stores 

Parts sent from 

stores to the 

assembly lines 

Finished product sent 

from the assembly 

lines to stores 

Finished product from stores 

to dispatch for delivery to 

the customer  

Goods received in 

bulk from supplier 

(usually 
manufacturer) 

Goods sent to 

stores by receiving 
department 

Goods sent from 

stores to assembly 

line to break into 
smaller units 

Goods sent back to 

store in smaller units by 
assembly line 

Goods from stores to dispatch 
for delivery to customer 
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FLOW OF GOODS THROUGH A RETAILER 

 

a. Documents needed for the flow of goods 

 Order form 

The purchasing department will place an order with the supplier.  An order form is completed.  
This order form will contain details such as: 

 Order number 

 Name and address of supplier 

 Date of order 

 Stock code number for product 

 Quantity of products (how many) 

 Individual product price 

 Total product price 

 Delivery date 

 Delivery address 

 

Copies of this order will be sent to 

 The supplier 

 Stores 

 Receiving department 

 One copy kept by purchasing 

When stores receives the order, preparations to reserve space in the store will be made. 

Receiving will keep their copy until the delivery takes place 

 

 Goods received voucher 

Once the goods have been delivered, the receiving department will complete a goods received 
voucher, which will have the following information 

Goods received from 
supplier in bulk  

Goods sent from receiving to 
stores 

Goods sent from stores to 
packers 

Packers pack goods on shelves to be 

sold to customers as individual 

items 
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 Date of receipt 

 Internal stock code number for the items 

 Quantity of goods 

 Description of goods 

 Purchasing price (if required) 

 Selling price (if required) 

Copies will be sent to: 

 Stores 

 Purchasing  

 

 Stock card 

In the store, a stock card will be completed.  The stock card will have the following information: 

 Stock code of item 

 Description of item 

 Balance of stock brought forward 

 Date stock added 

 Date stock removed 

 New balance of stock item 

 Purchasing price (if required) 

 Selling price (if required) 

 

 Requisition 

To move goods from stores to the assembly line and then back again, a requisition will be 
completed.  The requisition will contain the following information: 

 Date  

 Stock code of item 

 Description of item 

 Quantity required 

 Department requesting the item 

A requisition will also be completed when goods are sent from stores to dispatch 

 

 Invoice and delivery note 

From despatch, goods are sent to customers together with delivery notes and invoices. 

The delivery note will contain: 

 Date 

 Order no from customer 
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 Name of organisation 

 Name and address of customer 

 Stock codes of goods 

 Quantity of goods 

 Description of goods 

The invoice will contain 

 Date 

 Invoice number 

 Order number 

 Name and address of organisation 

 Name and address of customer 

 Stock codes of goods 

 Quantity of goods 

 Description of goods 

 Selling price 

 Payment terms 

 

 

 

 

2.2 Basic Despatch Procedure 
A customer places an order with the Sales department who will issue an invoice for the sales 
transaction.  This invoice will either be sent to despatch or directly to stores. 

If the invoice is sent to despatch, despatch will complete a requisition which is sent to stores.  
As soon as stores receive the requisition, the stock for the delivery is issued and sent to despatch 
together with a copy of the requisition. 

If the invoice is sent to stores directly, stores will complete a stock issue note based on the 
invoice and send the goods with the stock issue note and the invoice to despatch. 

As soon as despatch receives the goods, the invoice and the requisition/stock issue note, the 
order must be prepared for delivery. This will usually take place very early in the morning as the 
delivery vehicles have to be released for deliveries as early as possible. 

Depending on the procedure in your organisation, it may be that you have to issue a delivery 
note that is based on the invoice, or it may be that you use the actual invoice to control the 
loading of the goods. 

The goods have to be ticked off on the invoice or the delivery note as they are loaded in the 
vehicle.  When goods are being loaded, two people should confirm that the goods are what is 
stated on the invoice/delivery note.  This could be you and the driver of the vehicle or you and 
another employee. 

You and the driver will work out the delivery route.  You have one of two options for working out 
delivery routes:   
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 deliveries can start with the customer nearest to your store and end with the customer 
furthest from your store, or 

 deliveries can start from the furthest point and end with the customer closest to your 
store. 

You need to work out the route and the order of delivery, as the goods have to be loaded in the 
order of delivery – if there is more than one delivery destination the principle of FILO (First In 
Last Out) should apply 

If possible, load the goods in the order they appear on the invoice. Sometimes you will have to 
split consignments due to their size or type of item.  Foodstuffs and household detergents may 
be transported in the same hold but must be loaded separately to minimise the risk of accidental 
contamination of the foodstuffs. 

If possible, the vehicle must be locked inside the loading bay while loading is in process.  This 
will deny access to anyone not involved in the loading process and prevent anyone involved in 
loading from removing any item from the loading area. 

Once the loading process is complete, the load can now be sealed or covered.  Make sure that all 
documentation is processed and signed off according to procedure. 

In some cases, as with large hypermarkets, delivery vehicles may not convey any other goods 
than their products on their premises.  No vehicle will be allowed to enter their receiving bay 
unless it carries only that store’s consignment.  Likewise, no vehicle will be allowed entry to the 
despatch area unless it is empty. 

These measures ensure that nothing extra is loaded and hidden between goods already on the 
vehicle.  On the receiving side the receiving clerk is sure everything is unloaded, as the vehicle 
had only his consignment on board when it arrived. 

When the driver arrives at the client, the receiving clerk and the driver will check the goods as 
they are being unloaded.  

Any errors or discrepancies will be checked by the driver and the receiving clerk and noted on 
the delivery note or the invoice. As an example, if the delivery note states 20 loaves of white 
bread and you deliver 10 loaves of white bread and 10 loaves of brown bread, this is an error 
and has to be noted on the delivery note.  The receiving clerk will report this to his supervisor, 
who will report it to you. 

When the driver of the vehicle returns, you have to check that all the deliveries were completed 
successfully.  You will do this by making sure that you get all the invoices/delivery notes from 
the driver and that all the documents have been signed without alterations by the client. 

Where the client had to make payment before the delivery was made, the cheque or method of 
payment should be attached to the invoice or noted on the invoice. 

If there were discrepancies in the delivery, these have to be reported.  The invoice has to be 
changed and arrangements have to be made to send goods that were short-delivered to the 
customer. 

 

a. Basic documentation 

 A driver’s trip sheet 

 Invoices or delivery notes for the different loads that have to be delivered at the various 
customers 

 Credit notes for goods that were returned 
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If your customer pays cash upon delivery your driver will have to issue a receipt to the customer 
after checking the accuracy of the invoice.  

If your customer pays by account they have to acknowledge that they have received the goods.  
This is why the receiving clerk at the customer’s premises has to sign the invoice or delivery 
note and also note the date that the goods were received. 

If an invoice does not correspond with the goods delivered in quantity, description or price, you 
have to advise stores and administration.  Stores have to check their stock levels and 
administration have to amend the invoice so that the customer only pays for goods that were 
received. 

Paperwork should be completed the same day and 
handed to the different departments – invoices to 
admin, etc..  This is important, since the rest of 
the organisation needs the information in the 
reports, invoices and other documentation in 
order to do their work properly. 

The supervisor has to report regularly about the 
use of vehicles, the cost of vehicles, the number 
of deliveries, the mass of the deliveries, if the 
deliveries were made on time, etc. 

Finance has to know which goods were delivered 
and returned so that their statements to 
customers are correct. 

Incidents and accidents have to be reported 
immediately so that further steps such as damage 
control can take place. 

 

2.3 Pick And Process Goods 
The type of warehouse and its functions will determine 
how orders are received from customers. Perishable items, 
such as food, are ordered often and delivered quickly, 
whereas non-perishable items are normally ordered in 
large quantities to make deliveries more cost effective. 
The order provides information that is important to you so 
that you can process the order.  

Orders may be received as: 

 paper based received by mail  

 telephone orders  

 automatically generated. 

The process of getting an order together by collecting stock items from specified locations is 
called picking an order.  

The most common form of purchase orders are paper based orders which describe the items and 
the quantity of goods required.  
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The information provided on the order is important as it provides details of what you will need 
to pick for the order. This is primary information which allows you to process the order and 
correctly collect all the items. 

Important information on a customer purchase order includes the following items. 

 Order reference number  

 Order number  

 Product codes  

 Quantity required by the customer  

 Brief product description  

 Unit of product  

 Customer contact telephone number 

 

a. What is picking? 

To pick an order you need to have an understanding of how to collect and assemble goods for 
despatch and storage in the most efficient manner possible.  

The picking process involves: 

 Locating the different areas in which the stock items are stored  

 Selecting appropriate products and quantity to match the requirements of the customer’s 
purchase order  

 Moving the stock to the appropriate picking areas  

 Collecting and assembling the stock  

 Sending stock to an area where it will be packed for despatch.  

 

b. Picking Documentation 

To pick an order you need to have details of what the order contains. The details from the 
customer's purchase order are usually transferred to a set of instructions that will be used to 
pick the items. These details form a picking document and are based on the customer order.  

The picking instructions may include: 

 verbal  

 paper based  

 pick list  

 pick label  

 workbook  

 electronically stored as:  

 LED RF (radio frequency)  

 Infra red.  
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The picking document is sometimes called a:  

 Picking slip  

 Picking ticket  

 Workbook.  

An example of the information on a picking document is shown below. 

 

 

 Picking Ticket 

A picking ticket may involve selecting:  

 Single items  

 A number of different stock items  

 Items of different package types.  

The picking ticket might be generated to meet:  

 A single customer order  



36 | P a g e  

 

 A scheduled order  

 A back order when stock was not available for a previous order  

 Or an emergency order where stock is required immediately.  

 

 

The instructions and details on the picking ticket enable you to pick the correct quantity and 
type of item for your customer. 

 

c. Product Groups 

Stock items can be stored in the warehouse and picked based on the quantity of stock items in 
the packaging or product group. 

These product groups might be called a number of different names including: 

 Single  

 Packet  

 Box 

 Carton  

 Pallet  

 

 Pallets 

Pallets are usually the largest package of stock that is handled in the warehouse. Pallets have 
cartons arranged on wooden frames that allow for easy movement of the stock around the 
warehouse. 
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 Cartons 

Cartons are large packages containing boxes or packets. An example is a carton of cigarettes. 

 

 Box 

Boxes in the warehouse refer to a number of packets together. 

 

 Packet 

Packets contain a number of individual items. 
Usually packets are not opened to remove the 
individual items. 

 

 Single 

This is the smallest quantity that the 
warehouse handles of a particular stock. It may 
be an individual item such as a chair or a radio 
or it may be the smallest packaged amount of 
the stock such as a box of chocolates or carton 
of eggs. 

 

 

d. Identify the Product 

Identification of the stock items is one of the most important factors in a warehouse. 

The product labeling at both the location and on the packages identifies items of stock. 

The label may contain:  

 Product code  

 Location  

 Description of the stock item including such factors as its size, colour and packaging type  

 Bar code to automatically record the item identification (if bar code readers are used)  

 Received by date.  
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e. Stock Location 

Stock is stored in many different areas of a warehouse. Similar types of items are often stored 
close to one another.  

Most warehouses are planned so that finding and picking stock can be completed as easily and 
efficiently as possible. Good warehouse layout will also ensure that dispatching of orders and 
replenishing of stock levels will also be done efficiently. 

Warehouses can be divided into zones based on how quickly the stock moves through the 
warehouse. Items that are regularly picked may be in a fast moving zone while infrequently 
required items are in a slow moving zone. 
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f. Picking Ticket 

 Using the stock locations from the picking ticket locate where the items for the order are 
by clicking your mouse cursor in the appropriate grid location.  

 On your picking ticket write the sequence in which you will select the items in the Pick 
Sequence column. 

 If stock location/s are empty, write NIL in the Quantity Picked columns and write Empty 
in the Column Notes.  

 If stock levels are below the replenishment level write LOW in the Notes column. 

Once you have located all the stock locations, you need to plan the sequence in which you will 
pick the items. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Picking Sequence 

 

 

Over half of the picking time is spent in traveling.  

To be efficient in picking the items for the purchase order you need to plan the most efficient 
path around the warehouse.  

 On your picking document, write in the sequence in which you will pick the stock items 
to assemble the order. 

 Write the number in the Pick Sequence column against each item.  

 

The part of the picking process that takes the most time is traveling through the 
warehouse from location to location. 
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 Picking the Items 

Now that you have worked out your sequence, you will be able o see what has to be picked from 
each location.  

 

 Picking the Order 

As you work your way around the picking sequence and select the required stock items you need 
to be aware of a number of factors: 

 the use by date of the stock  

 the condition of the stock  

 the level of the stock in the stock 
location  

 the identification of the stock. 

 

It is not always possible to wait for all items 
in a storage area to be used up before the 
stock is replenished. Some items of stock 
have use by or expiry dates.  

These include: 

 food  

 pharmaceuticals  

 photographic film.  

As new stock is added to the storage area 
there will be a mixture of use by and expiry 
dates. To ensure stock is not left in the 
storage area for long periods of time the 
FIRST IN - FIRST OUT principle can be used. 
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 Damaged Stock 

For customers to be happy with their order it is important that stock items that go into the order 
are in the best possible condition. 

Stock items can: 

 Be broken or damaged  

 Have damaged packaging  

 Become soiled or faded  

It is important that stock that is in an unacceptable condition is not picked for an order. 
Damaged stock should be removed and placed in the specially designated areas for damaged 
stock. 

The number of items should be recorded so that accurate stock levels can be kept. 

 

 

g. Sending items to Despatch 

Once all of the items have been picked to make up an order they are moved into the Despatch 
Area of the warehouse. Here the stock items from different picking zones are assembled to 
make up the order and different orders are consolidated. 

 Assembling an order  

The items that are required to make up the customer order are collected and placed on the 
correct container ready for packing and despatch. 

 Consolidating Orders. 

A number of orders are grouped together to make a single load which is going to the same 
delivery place. Consolidating orders provides an effective and cost efficient way of despatching 
orders. 
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Despatch is the final step in the delivery of goods to the customer. 

The picked goods are checked against the purchase order to ensure that the correct items are 
being despatched. 

Once checked the picked items are then:  

 Packaged together into appropriate containers (unitised)  

 Labelled with handling information and delivery details  

 Loaded onto vehicles for delivery to the customer. 

 

 

2.4 Occupational Health & Safety Act (Act 85/93) 
Your safety and that of your fellow workers is of prime concern, especially when loads are 
moved above persons, equipment and property. People do not always think of the consequences 
of their acts which almost always results in injury, damage to property. All of which can be 
prevented if all persons work to specifications and standards.  

 

a. Emergency Situations 

 Fire Emergencies 

When a fire, big or small, is detected the following procedure must be followed : 

 report it immediately to your coordinator with a brief description of the type and extent 
of the fire. 

 sound the alarm according to the existing emergency procedures. 

 Find out if anybody is trapped by the fire and if so, render assistance. 

 Evacuate employees and customers according to the emergency procedures 

 start fighting the fire by using the correct equipment for the particular fire. 

 don't allow unauthorised people into the affected area. 

 carry out instructions of fire brigade when they arrive. 

 

 Injuries 

Injuries can vary from a sprained ankle to a major industrial accident where people are seriously 
injured or killed. 

 Inform the coordinator immediately 

 Contact the emergency services 

 Give particulars of type of accident, extent of injuries, if people were killed and if 
emergency situation still exists. 

 Render assistance to injured persons by making them comfortable and stopping serious 
bleeding. 

 Assist members of emergency service when they arrive. 
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b. Emergency Procedures 

Your will have procedures to follow in the case of an emergency.  Make sure that you know what 
these procedures are, so that you can: 

 Identify the nature of the emergency in order to take the appropriate action 

 Prioritise and grade the emergency in order to determine evacuation drills and or 
emergency signals to be used 

 

 Emergency plans 

Emergency plans contain the steps that have to be taken in an emergency, to ensure that 
everyone acts in an organised manner.  The main purpose of these plans is to to safeguard lives, 
protect property and to maintain essential services 

It must include the following :- 

 How to co-operate with external organisations, e.g. the SAPS, ambulance services, etc. 

 If there are civil defence units in the area, how the efforts of your organisation can be 
integrated with these units during emergencies  

 What actions to take during specific emergencies 

 

 Make sure that the plan 

 Is simple so that everybody involved can understand it. 

 Is practical and can be activated quickly and without causing confusion or panic 

 Is co-ordinated with the Local Security and Civil Defence Services, where possible 

 Is exercised periodically. 

  

 

 

 Co-ordination 

 The emergency plan must be controlled from a central point.  A chief co-ordinator must 
be appointed. 

 It is of the utmost importance that when an emergency situation arises every member of 
the emergency team knows exactly where to report to and who to report to. 

 Instructions from the chief co-ordinator must be strictly adhered to. 

 

 Co-ordinating actions 

The following actions must be co-ordinated during an emergency: 

Everyone involved must know exactly what their responsibilities and tasks are. 
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 first aid and medical services 

 fire fighting 

 evacuation of personnel 

 rescue of personnel 

 isolation of electricity, gas and other fuel supplies 

 engineering requirements 

 Testing the plan 

Practical exercises must be held to test the practicability and effectiveness of the emergency 
plan and to make necessary changes.  It must be done discretely so as not to cause panic.  The 
objective is that the execution of the plan must become second nature to those involved. 

 

 Location of emergency equipment 

The location of emergency equipment is vital to the 
emergency team in all emergency situations. Every 
member of the team and staff should know the 
location of the following:-  

 Fire Alarm. 

 Emergency alarm (robbery).  

 First-aid equipment. 

 Fire-fighting equipment. 

 

 

 

 Emergency Telephone Numbers 

The everyone involved in emergency drills must have the following 
telephone numbers to hand: 

 Fire Department 

 Traffic Department 

 Ambulance services 

 Civil Defence 

 Flying Squad 

 Bomb Squad 

 Local Police Station 

 

 
The numbers of the Fire Department and ambulance services should also be 
displayed in plain view where anyone can see them in case of an emergency. 
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c. Evacuation procedures 

 Sequence of an evacuation 

The sequence of an evacuation can be divided into the following phases: 

 detection  

 decision  

 alarm  

 reaction  

 movement to an area of refuge or an assembly station  

 transportation  

 

 Members of the emergency team must know 

 The warning signal that will be broadcasted to indicate that an evacuation will take place 
i.e. siren, hooter, vocal instructions or combination.  

 The location of emergency exits and secondary exits or 
special exits for handicapped persons. 

 The location of lifts. 

 The location of assembly points. 

 The location of emergency equipment e.g. fire extinguishers 
and first aid kits. 

 The means of by-passing electronic access control i.e. locks, gates, doors, turnstiles. 

 The elderly, infirm or handicapped be allowed out first. 

 All other persons, preferably women and children first with males second and staff third. 

 Obviously, the nature of the emergency will dictate in what order, if any, people leave 
the store. 

 It is vital that the security officer prevent panic at all cost.  Panic is an absolute killer.  
Security officers must not allow people to run, shout, scream, or otherwise lose control. 

 

 

 

 General and partial evacuation 

Evacuation normally causes a certain amount of panic.  The decision to order an evacuation 
must be taken with great care.  In most instances only a partial evacuation may be necessary. 

Partial Evacuation: This action is necessary where a suspicious object is found or when a 
specific place was indicated by a person making a bomb threat.  It will also be ordered where a 
fire is localised and can be easily contained. 

 

When the evacuation signal is heard, everyone should follow the emergency 
evacuation procedure 
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Advantages of Partial Evacuation 

 the risk of injuries are minimised 

 employees are available to effect searching of the area and to assist 

 essential services can continue 

 employees must remove all personal belongings e.g. handbags, lunch boxes, etc. 

 

General Evacuation: The decision to order a general evacuation is a difficult one to take because of 

the accompanying responsibility, and the problems it may cause. 

 

Disadvantages of General Evacuation 

 employees can be injured in the rush to evacuate, particularly if they are not well 
trained. 

 in the event of a bomb threat the possibility exists that another similar device could be 
placed outside the building. 

 employees and supervisors are not available after the evacuation to help search the 
premises. 

 loss of production can have an adverse financial effect. 

 

 Fire 

It is impossible to describe evacuation procedures as requirements will differ for various 
organisations.  The following may serve as guidelines for emergency committee members with 
regard to fire evacuation procedures:- 

If the fire is not extinguishable 

Assist in evacuating the premises by :- 

 Preventing panic. 

 Keeping calm. 

 Directing people to emergency exits. 

 Clearing and checking all rooms in each area, including cloakrooms, and toilets, closing 
windows and doors to restrict the fire. 

 Manning external doorways to prevent anyone other than authorized people, like the fire 
brigade and the police, entering during evacuation and fire fighting; and 

 Switch off the power if possible. 

 

 

 

 Escalators should be stopped, so that they may be used as fixed staircases thus providing 
additional escape routes. 

 

If trapped by fire or smoke : 

 Stay calm. 

Note  Lifts should not be used as a means of escape in case of fire.  When a fire alarm 
is give, lift operators should take their lifts to the ground floor and immobilize them 

there. 
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 Cover your mouth and nose with a handkerchief or cloth, preferably moistened.  This will 
help you to breathe cleaner, and cooler air. 

 Leave a smoke-filled room in a crouching position, where the air is freshest, keeping as 
close to the floor as possible. 

 Move forward by shuffling the feet, instead of lifting them as usual.  This will prevent you 
from falling down an unseen hole.  Circumstances may even require you to crawl. 

 Move along the walls, so that you will not lose your way.  In this position, the ceiling is 
most unlikely to fall on top of you should it collapse. 

 Always feel with the back of your hand, to prevent yourself from grasping any electric 
wiring which may be live. 

 If you are unable to get down the stairs from upper floors, do not jump from a window. 

 An ordinary wooden door will keep out fire for a while - so go into a room, shut the door, 
put a blanket or carpet at the bottom of the door to keep out smoke and call for help 
from the windows by waving a handkerchief, torch or other visible object. 

 

If a person's clothing catches fire : 

 Wrap a blanket or rug around the person to smother the flames and lay him / her on the 
floor. 

 Alternatively - roll the person on the floor, using a coat or similar article to smother the 
flames. 

 Prevent the flames from reaching the face by not allowing the victim to stand until all 
flames have been put out. 

 If your own clothes catch fire - call for help, clap your hand over your mouth, lie down 
and roll in a blanket or coat if possible. 

 

 Explosions / Suspicious objects 

 Assist in the evacuation of the premises according to your organisation’s emergency 
procedures. 

 Notify the SAPS and official in charge of security. 

 Open emergency exits and direct and assist staff and clients towards these exits. 

 If possible, close entry doors and exercise crowd control with special emphasis on 
possible looters. 

 When SAPS / Superiors arrive, hand the situation over to them. 

 

d. Reporting On Incidents and Accidents 

 Incidents 

Incidents are all unplanned events which will occur during your working shift while lifting, 
lowering and transporting items, goods and also during your off work period when you are at 
home, travelling or doing something else.  
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Any incident involving you, your overhead crane, vehicles, containers, lifting equipment and the 
items that you are loading, offloading and transporting must be reported to your Supervisor or 
other person concerned (depending on company structure/rules) immediately, so that the 
correct action can be taken because most incidents can lead to accidents, delays, loss of income 
etc if left unattended.  

It might be required to verbally report an incident and also to complete all the required 
documents and forms which must be given to the responsible persons for receiving this 
information.  

 

Inform management 

 Inform your Supervisor of incident and the extent thereof. Also inform him/her of what 
you have carried out so far so as to prevent duplication etc. 

 

Precautions at the scene of an incident 

 Resist the urge to rush in and “get things going”. 

 Remember that it is not possible to help others until the potential hazards have been 
identified. 

 If available, use binoculars to read placards (if you do not know what materials, 
chemicals are involved). 

 Where possible, approach the scene from an upwind direction. 

 Do not walk in spilled material. 

 Do not touch spilled material. 

 Avoid inhaling fumes, smoke vapours, even if no dangerous materials are known to be 
involved. 

 Do not assume that gases or vapours are harmless because of a lack of smell, since some 
odourless gases and vapours are very toxic and harmful. 

 

Reporting  

 As per legislation, report on all your activities to management, from when you reported 
the incident to when the Emergency Services/Management took over the scene. 

 

 Accidents 

In the event of an accident were anybody (Person or bovine animal/hoofed animal) has been injured or 
killed, the OHS Act of 1993 stipulates that the following procedure must be followed by you as the 
overhead crane Operator. 

 Immediately stop the overhead crane. 

 Ascertain the nature and extent of any injury sustained by any person or bovine animal. 

 If a person /s is/are injured, alert the Emergency Services and render any assistance you 
may be capable of. 

 Do not move any injured persons unless absolutely necessary. 
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Call the emergency services 

 The name of the caller and the call-back number. 

 The nature of the injury /s. 

 How many persons are injured? 

 The location (company/home address). 

 Are there any casualties or life-threatening situations? 

 The time of the accident. 

 What caused the accident? 

 

Deal with injuries 

 Apply first aide (only if you are trained to do so). 

 Only move injured persons if absolutely necessary. 

 

Informing/reporting 

 Inform the site safety officer and your Supervisor if the accident occurred in the work 
area.  Also inform them of what you have carried out so far so as to prevent duplication 
etc. 

 Inform the local traffic department or the police if the accident occurred on/over a 
public road. 

 Only disclose the following information to the person having grounds for requesting it 
i.e.:The South African Police, Emergency Services and Traffic Department. 

 Your name and address. 

 The Company’s name and address or the company owner’s name and address (if 
applicable). 

 The registration number of the overhead crane involved in the accident. 

 The contact number where you can be reached. 

 It is very important that at the scene of the accident, YOU: 

 Do not blame anyone or admit that it was his/her mistake. 

 Do not sign any statements or admissions of guilt. 

 Only provide information as mentioned above. 

 This accident like all other accidents must be reported within 24 hours to the 
nearest police station and as soon as possible to the Department of Labour. 

 You must make a sketch of the accident scene, as the insurance company and police may 
require it. 

 All company documentation must be completed and handed to the relevant parties for 
further investigation. 

 

 

 

 

Formative Acssessment 2 
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SECTION 4: METHODS OF STORAGE  

Specific Outcome:  

Determine the appropriate method of storage. 

 

Outcome Notes:  

Determine the appropriate method of storage with regard to the type of product (weight, 
nature, value and inherent vice).  

 

Assessment Criteria 

 The process of storing goods is explained with reference to the relevant legislation and 
organisational policies. 

 The appropriate method of storing goods is explained with the regard to the type of 
product, weight and value.  

 

 

 

 

4.1 Storage of Products 
An understanding of the nature of the products stored in the warehouse is essential to a stores 
person. The types of products that are stored will influence a number of factors in the 
warehouse. These include: 

 The storage systems which are in the warehouse  

 handling equipment 

 types of packaging material 

Storage is used to: 

 protect products from crushing and impact damage 
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 improve density while maintaining access 

 allow organization.  

Storage systems allow the product to be selected quickly; to be moved efficiently; to be handled 
in a uniform or regular manner and rotated according to age. 

There are many different ways to store products in a warehouse. The systems used will depend 
upon the nature of the products. 

The products may be stored in one of the following systems. 

 On pallets in storage racks.  

 As individual parts in storage bins.  

 On the floor as block stacked pallets.  

 On cantilevered racks.  

 

 

 

 

 

 

 

 

 

 

 

 

 

We will briefly discuss some types of storage systems. 

a. Pallet racking 

Pallet racking is probably the most common form of storage system used in warehouses. 

The rack consists of uprights which supports beams. 

 

 Pallet Dimensions 

Have a standard pallet which is common to many warehouses. It can be interchanged from 
warehouse to warehouse. 

The dimensions of this pallet are 1170mm by 1170mm and 150mm thick and this should be 
remembered by stores personnel.  

The pallet dimensions and overhang affect the dimensions of racks and aisle sizes in a pallet rack 
storage system. 
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 Racking Storage Systems 

Selective Racking 

Many varieties of rack storage exist, the most basic and common rack is the "Selective rack". 

This rack generally stores two pallets per bay. A bay is described as between two uprights. 

This is the simplest of all storage systems and provides direct access to all pallets. The density 
achieved with this form of storage is approximately 50% as the aisles and racks share 
approximately equal space, (if reach fork trucks are used). 

Advantages 

 Easy to adjust, change or relocate. 

 Prevents damage to goods from compression. 

 Enables access to any pallet without moving others. 

 Bottom pallet is stored on the floor. 

 Can be used up to 8 metre heights providing frame sizes are increased.  

 

Adjustable pallet racking 

Applications: ambient and coldroom pallet racking - consumer goods; paper; timber; chemicals; 
heavy components and parts; stillages and many other uses. 
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Cantilever racking 

Applications: pipe and Section Racking Systems, Timber and Board Racking Systems  

 

 

 

 

 

 

 

The load bearing arms in a cantilever system are supported at one end. This type of storage 
system gives unrestricted horizontal access to the storage area. 

Cantilever storage systems are appropriate for storing long items such as pipes steel rods, timber 
and carpets. The products are suspended between the arms of the rack. 

Care must be taken that enough horizontal arms are used to ensure that the product does not 
deflect and become bent. If the load sags it will exert sideways pressure on the arms that could 
cause damage to the storage rack. 

 

Product should only overhang the end of the rack by 1/2 of the distance between the uprights. 

 

 

 

 

 

 

 

 

 

 

 

 

 

High density pallet racking 

 Drive-In Racking Systems 

 Drive-Through Racking Systems 

 Open-Faced Racking Systems 

Applications: Ambient Bulkloads, non-perishables, and cold rooms. 
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Light Duty Racking 

 Open Beam Racking 

 Open Slatted Timber Decking Solid Timber Decking 

 Steel Decking 

Applications: Light bulk storage, boxes, small stores, mini warehouses, et 

 

Pushback pallet racking 

Interlinking trolleys that run on an inclined track within a rack 

1. The Pushback concept 

The concept of pushback racking is not a new concept and there are various different designs in 
the market to choose from. It consists of a set of interlinking trolleys that run on an inclined 
track within a rack. The first pallet is placed on the first trolley. The forklift operator then uses 
the second pallet to push back the first pallet and trolley in order to expose the second trolley 
for placement of the second pallet. 

This process is repeated until the lane is full with the last pallet placed on the rails and not on a 
trolley because it does not need to move. Depending on the design, lane depths range between 2 
and 5 pallets deep. 

Removing the pallets starts with the lifting of the last pallet that was 
placed in the lane and moving back slowly in order to control the 
speed of the remaining pallets flowing forward. This controlled 
movement is necessary to prevent damages and accidents bearing in 
mind that you may have up to 5 pallets, each weighing 1000kg, 
moving forward down the incline. 

 

2. Advantages 

By storing pallets in a pushback system more pallets can be stored in a given area because of the 
reduced number of aisles required. ie: 1 Aisle to service 10 pallets deep (5 Pallets on either side) 
in a pushback layout as opposed to 1 aisle to service 2 pallets deep in a normal static rack 
layout. 

 

Motorised pallet racking 

A shuttle system consists of supporting rack, shuttle rails and a shuttle cart. The shuttle cart 
runs on the rails and is propelled by an electric motor. It also has a platform on the top that can 
lift up and down.  

1. The Shuttle concept 

A shuttle system consists of supporting rack, shuttle rails and a shuttle cart. The shuttle cart 
runs on the rails and is propelled by an electric motor. It also has a platform on the top that can 
lift up and down. The lifting action is required to lift a pallet that is placed on the rail and then 
the electric motor moves the cart with the pallet on top into the rack in order to deposit the 
pallet in its right position. 

When the pallet is required, the cart moves in under the pallet, lifts it and brings it to the front 
of the rack where it can be retrieved by a forklift. 
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All the movements of the shuttle cart are controlled with a hand held remote control. The 
shuttle cart is placed in the desired lane with a forklift. 

 

 

2. Advantages 

The shuttle system allows for more pallets to be stored in a given area when compared to 
normal static rack. It also minimizes damage to the rack because the forklift does not have to 
travel into the racking, as is the case with drive-in rack. Accessibility is increased because all 
the levels can be accessed at any time. In a drive-in rack system the bottom level must be 
cleared first in order to be able to access the higher levels.  

 

 

Drive in racks 

Some racking systems are designed to store pallets two, three, four or more deep. 

These systems offer greater storage density and make better use of the available warehouse 
space to store stock. 

Because the pallets are stored several deep in the rack, the goods are accessed on a last in first 
out basis. In this system the products must have a long life in storage and not require immediate 
access 

 

 

 

Flow Storage racks 

In flow storage rack systems the product is placed into the rack from one side and removed from 
the other. The racks slope and the pallets move on rollers. 
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This type of system allows for first in first out product rotation which is essential for perishable 
and time sensitive products. 

 

Floor Block storage 

Another effective method of storing pallets of goods is in a block pattern on the floor. 

Organised floor stacking is referred to as block stacking and is generally used successfully for low 
cost storage of pallets and cartons.  

Strength in the product or packaging is critical so as to allow stacking. 

You should be aware of the maximum stacking height for block storage and the safety aspects of 
loads collapsing where workers are in close proximity. 

Block stacking is cheap and uses space effectively  

 

 Pallet Rack Safety 

The load carried by pallet racks can be very large and it is essential that all safety aspects of the 
racks are fully understood. 

Beams should be held in place by safety locks to ensure that the beam is not dislodged by 
forklifts. 

The uprights of the rack should be protected with column protectors so that a vehicle will not 
dislodge the upright. 

Under the load of the pallets the beams can bend. The extent of this bending must be 
monitored, and if it is excessive your supervisor must be notified. 

A capacity plate should be fitted to the rack to identify the loading specifications for the rack. 
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b. Shelving Storage Systems 

Bolted steel shelving 

Small-Parts Storage Systems 

 

Boltless steel shelving  

Static or Mobile, Open or Clad Shelving Units  

 

Long span shelving/light duty racking 

Light bulk storage, boxes, small stores, mini warehouses, etc.  

 

 

 Mezzanine Storage Systems 

Open and Closed Steel Floor Panels 

 Raised Storage Area  

 Flooring Mezzanine  

 Flooring Catwalk 

Applications: Parts assembly and storage; picking; packaging materials and offices. 
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 31.5 Metre High Rack Clad Building is a SA First 

The following article is about rack clad warehouses and was taken from the following website: 

HTTP://WWW.UNIVERSAL-STORAGE.CO.ZA/UTI_INSTALLATION.ASP 

The first clad rack building locally designed, engineered and manufactured is shooting up in 
Linbro Park, Johannesburg and attracting considerable attention. 

The Universal Storage Systems project was commissioned by UTi Pharma in conjunction with LGA 
Logisitic’s Consultants and will be for the storage of pharmaceuticals. When completed the clad 
rack building, just off London Rd, will be 138m long, 45m wide and 31,5m high and it will hold 
more than 38 000 pallets.  

Elaborating on the proudly South African project, Universal’s sales director Jan Breytenbach is 
quick to emphasise that the warehouse must meet the exceptionally stringent standards set for 
storing medicines. 

"Our relationship with Uti Pharma dates back to the 90s when they traded as IHD, we supplied 
the racking for the warehouse Limbro Park. Later we were involved with a new warehouse in 
Longmeadow in 2006 and also their branches in Cape Town, Port Elizabeth and Durban. It’s been 
a great relationship and over 21 years we have come to fully understand that our client has to 
service the storage needs of many leading pharmaceutical companies while ensuring that 
patients always get the original quality medicine they need, when and where they need it."  

Elaborating on the newest structure, he explains, “All uprights and beams are made of pre-
galvanised steel and are all newly developed products designed for the clad rack system. And, 
just as impressive are the project’s 'green credentials'. 

Breytenbach says, working six days a week, it is a seven- month project. 

Globally rack clad buildings or (clad rack warehouses as they are known otherwise) have come 
into their own because they offer optimal cubic area storage space, are relatively fast to erect 
and they are cost effective. The system uses racking as the main structure, with cladding sheets 
added for walls and roof.  

The structures are easy to extend and it is this adaptability and flexibility that makes rack 
cladding so exciting, he adds.  

Although the Uti Pharma building is clocking up several SA firsts, the concept of rack cladding is 
already widely accepted and demand grows apace. Universal, founded in 1994, operates locally 
and internationally. 
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As the Sales Director explains, "We offer a fully integrated approach to users in any field 
requiring to efficiently store and retrieve materials of any nature, size, weight or format. This 
encompasses: concept design; feasibility studies; product development and engineering; 
validation testing; quality assured automated production; project management installation; and, 
after sales service." 

He adds, "More than ever before, the demand to optimise space is pushing the boundaries of 
storage planning and technology."  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Special storage 

Special storage facilities may be needed such as: 

 Controlled temperate storage 

 Dangerous goods facilities 

The size and weight of the product will determine the dimensions of shelving in the warehouse. 

 The materials handling equipment that is required 

 

c. Handling equipment 

The types of handling equipment available will affect the operation of the warehouse. 

Material handling equipment such as lift trucks and conveyors require special warehouse layouts 
and storage systems. 
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d. Packaging  

 The types of packaging required 

Stock items may be packaged in a variety of different ways in the warehouse: 

 Cartons that can be stacked in shelving 

 Pallets that can be placed in racking 

 Single items that can be placed on individual racks 

 Loose items that can be stored in separate bins 

 

In order to process goods through the warehouse efficiently, you need to be able to identify the 
various products quickly and accurately. 
 
Products can be identified by: 

 The look of the product  

 Printed information about the product  

 Identification systems  

 The location of the product. 

 

e. Location of a product 

Identification can be made by where the product is situated in the warehouse. 

 

 Printed information 

Printed information may include: 

Labels, product documents, signs and symbols of a product. 

 

 Identification Systems 

These can include: Bar codes, product codes, catalogue numbers, batch numbers 

 

 Look of a product 

The identity of the product can be made visually. Size, colour, shape, composition. 

 

 Product Control 

Products and goods move though the warehouse, from the receiving area through the picking 
zones to the despatch area. 
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It is important that the correct product is in the correct location at the correct time. 

Product control can be: 

 A manual system  

 A semi automatic system  

 A fully automatic system.  

 

 

 

 

4.2 Handling and Storage Symbols 
Handling labels are attached to packages to advise whether special or unique handling of the 
product is required. 

These labels can give an indication of: 

 the care required in handling  

 any special storage conditions  

 equipment to be used with the package. 

The information is usually represented by a symbol that can be easily seen and understood 
without having to read the instructions. 

 

a. Care Instructions 

Fragile: the package contains items that can easily be broken. The package must not be dropped 
or knocked and must be protected from excessive vibrations. 

Handle with care 

Contents may be damaged if not handled correctly. This label may be included with the fragile 
label. 

This way up: 
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The package should be placed with the arrows pointing up. The package contains items that will 
be damaged if placed incorrectly. 

Hazardous Materials Labels 

Materials that are dangerous are classified into nine hazard classes based on their most 
significant risk. 

These classes are: 

 Explosives  

 Compressed or Liquefied Gases 

 Flammable Liquids 

 Flammable Solids 

 Oxidising Agents 

 Toxic Substances 

 Radioactive Materials 

 Corrosives  

 Miscellaneous Dangerous Goods  

  

Some of these major classes are broken down into subclasses. These subclasses in most cases 
have a different degree of risk or in some cases describe different ways in which the hazard can 
act. 

 

b. Packaging information 

One of the main sources of information about a product is from its packaging. Most packaging 
will contain a variety of information in the form of labels, codes and printed details. 
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c. Handling information 

 Safety information: it is important that any health and safety issues are clearly marked 
on the item. In some special cases, protective clothing must be worn when handling the 
goods 

 Address: the delivery address to which the product must be sent. 

 Packaging weight: Weight is important for determining the type of handling equipment 
that will be used, or where the product will be stored. 

 Dimensions: of the item will determine whether it should be palletised, or any other way 
in which it will be stored. 

 Product information: product codes and batch numbers can be used to trace a particular 
item. 

 Bar Code: This is a special way of labelling an item that can be read by a bar code reader 
and the information about the item can be retrieved from a computer. 

 

 

4.3 Using Product Knowledge 

Knowledge about a product is of no use unless you use that knowledge to handle and store the 
product correctly. 

 Hazardous substances need to be handled in accordance with the relevant Dangerous 
Goods Regulations. 

 Perishable goods need to be stored at appropriate temperatures, and generally have a 
limited life expectancy, which means they must be despatched quickly to ensure the 
quality of the goods is maintained. 

 Fragile items need to be 
handled carefully to 
avoid breakage. 

 Some items such as 
drugs, tobacco and 
alcohol will require 
special security 
arrangements.  
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a. Product Groups 

Warehouses may group products together into product groupings based on some common 
characteristics. These can include the following characteristics. 

 Similar storage requirements. Items that require similar storage conditions, such as 
temperature control, are often grouped together. Items that cannot easily be stored in 
the racking system are often stored together as "uglies". 

 How fast the product moves through the warehouse. Products that are regularly 
despatched (e.g. every day) are called fast movers. Products that are not often 
despatched are called slow movers.  

 Hazardous materials must be grouped and stored together in a specifically designed safe 
storage area. 

 The warehouse may have areas that are divided into reserve stock areas where pallets of 
goods are stored to replenish the picking zones. 

 

 Special storage areas: 

These special storage facilities are required for goods which are not easily stored, for example 
exhaust pipes, furniture etc. 

 

 Speed of Movement 

Fast moving stock consists of items that are brought into the warehouse and are despatched very 
quickly. These items are usually stored near the receiving and despatch areas of the warehouse. 

Slow moving products are despatched on an irregular basis and are stored away from the 
receiving and despatch areas. 

 

 Reserve Goods 

The reserve zone is an area where bulk quantities of stock are held as a buffer and from where 
the pick zones are replenished when required. 

 

 Dangerous goods 

Hazardous materials need to be stored away from other stock and must be clearly labelled. 
When storing hazardous materials may react if stored together, these classes of materials are 
incompatible and must be segregated. 

Discuss and explain the reasons for having specially designated areas, and specialised facilities, 
in a warehouse for the storage of certain types of goods, with reference to dangerous goods, 
poisonous substances and perishables items. 

Discuss procedures to be followed when handling:- 

 (1) dangerous goods 

(2) poisonous substances 
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(3) perishable items 

 

b. Quality of Product 

One of the most important aspects of having knowledge about the product in a warehouse is the 
ability to identify problems with the products. 

It is essential that the quality of the products be of an appropriate quality to meet the 
customers’ needs. 

Some of the ways in which problems can occur with products include the following. 

 The items are damaged. 

 The packaging is damaged. 

 The product is contaminated or has leaked. 

 The product is past its expiry or use by date.  

 

 

 

c. Problems with Stock 

When a problem with an item has been identified, it is important that the situation is rectified 
and that the product is not despatched until the problem is fixed. Some corrective actions will 
include: 

 replacement of the defective stock with good quality stock 

 repair of the stock 

 returning the stock to the manufacturer 

 disposing of the defective stock items.  

It is essential stock that has been damaged or is of inappropriate quality is recorded, and any 
action that is taken is also recorded. This information can be used to identify problems in 
handling and also to adjust the stock quantities. 
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 Non Conforming Products 

As well as the physical quality of the product it is also possible that the items do not match the 
order which was placed with the supplier. 

These are called non-conforming products and may be: 

 The wrong package size (e.g. 0.5kg packages rather than 1.5kg packages 

 Incorrect quantities (e.g. packets of 100 rather than packets of 10 items)  

 Not the required specifications for the product (e.g. wrong colour, wrong style etc).  

Non-conforming goods must be identified from their description of product code numbers. 

In most cases these items will need to be recorded and then returned to the manufacturer for 
replacement. 

 

 

4.4 Rotating Stock 
Stock rotation is important when putting goods away. 

Different items of stock move through the warehouse at different rates. It is important to keep 
in mind that many products have a use by or expiry date. 

When goods are put away, rotation of the stock items ensures that appropriate stock is available 
in the picking areas. 

Failure to rotate stock may result in: 

 stock that is out of date being picked  

 wastage of stock due to it reaching its expiry date before being picked.  
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a. Method of stock rotation 

There are two main methods of stock rotation: 

 First In First Out – FIFO 

 The stock that comes in first is the first stock to be picked and despatched. In this 
method stock is not left to reach its use by or expiry date. 

 First In Last Out – FILO 

 The stock that has come into the warehouse first is picked and despatched last. Later 
arriving stock items are picked first to ensure that the most recent stock is included in 
the order.  

 

 

 

 

 

 

 

 

 

 

 
 

 
 

 

 
 

 

Formative assessment 3 
 

Formative assessment 4 
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SECTION 5: STOCK CONTROL MEASURES  

 

Specific Outcome:  

Apply stock control measures. 

 

Outcome Notes:  

Apply stock control measures (e.g. periodic stock audit results reports) and corrective action 
upon identification of stock discrepancies (in quantity type and quality).  

 

Assessment Criteria 

 Stock control measures are explained according organisational procedures.  

 Stock control measures are applied to identify stock discrepancies and minimise losses. 

 Stock control measures are assessed and possible improvements recommended in order to 
meet legislative requirements and organisational policies. 

 

5.1 Measures to Control Stock 
Managing stock effectively is important for any business, because without enough stock, 
production and sales will grind to a halt. Stock control involves careful planning to ensure that 
the business has sufficient stock of the right quality available at the right time. 

Stock can mean different things and depends on the industry the firm operates in. It includes: 

 Raw materials and components from suppliers  

 Work in progress or part finished goods made within the business  

 Finished goods ready to dispatch to customers  

 Consumables and materials used by service businesses  

In order to meet customer orders, product has to be available from stock – although some firms 
are able to arrange deliveries Just in Time, see below. If a business does not have the necessary 
stock to meet orders, this can lead to a loss of sales and a damaged business reputation. This is 
sometimes called a ‘stock-out’. 

It is important therefore that a business either holds sufficient stocks to meet actual and 
anticipated orders, or can get stocks quickly enough to meet those orders. For a high street 
retailer, in practice this means having product on the shelves. 

However, there are many costs of holding stock, so a business does not wish to hold too much 
stock either. 

 

The costs of holding stock include: 

 The opportunity cost of working capital tied up in stock that could have been used for 
another purpose  
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 Storage costs – the rent, heating, lighting and security costs of a warehouse or additional 
factory or office space  

 Bank interest , if the stock is financed by an overdraft or a loan  

 Risk of damage to stock by fire, flood, theft etc; most businesses would insure against 
this, so there is the cost of insurance 

 Stock may become obsolete if buyer tastes change in favour of new or better products  

 Stock may perish or deteriorate – especially with food products  

 

 Stock Control - application and evaluation  

When a stock control situation is presented in an examination, it is likely to be in the context of 
a business that is facing change – so it is rarely as simple as the diagram in the tutor2u stock 
control revision note. 

Candidates need to interpret and apply stock control principles to the particular situation, and 
make practical suggestions to help address the question. 

Examples might include: 

 A business that is growing will need to review its re-order and buffer stock levels, and the 
frequency and size of orders  

 Look out for seasonality in a business; larger or more frequent orders may be needed in 
busy times  

 If the supplier is having trouble supplying goods on time, the firm might need to re-order 
at an earlier point (or seek a new supplier!)  

 Does the firm have a back-up supplier in case of delays?  

 Could small additional orders be made with a supplier as a stop gap if the firm’s stock 
runs out suddenly? Note - these orders would be more expensive because of extra 
transport costs and lower discount level 

 

5.2 Stock Taking 

a. What is stock taking? 

Stock taking or inventory counting is the process of counting the number of stock items in the 
warehouse. 

Stock taking is necessary to ensure that the stock records are accurate. 

Records of available stock, which are stored in the warehouse, may not be accurate due to a 
number of factors.  

These factors include: 

 Incorrect entry of data during picking and despatch 

 Damage to stock 

 Theft of items 

 Deterioration of stock 
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 Items outside expiry date.  

The number of stock items that are recorded as being in stock but are not accounted for during 
stock take is called shrinkage. 

Shrinkage of stock is a loss of money for the warehouse. 

 

 

b. Periodic Stock Take 

Stock taking can be done either at set periods or on a continuous basis. 

Periodic counts are often conducted at the end of the financial year. When doing an annual 
stock take the warehouse may need to be closed down for the period of the stock take. 

A periodic stock take is used to: 

 Determine if inventory records are accurate  

 Confirm quantities of stock items so they can be valued  

 Determine if effective stock control is being maintained. 

Counting can be carried out as a one person or a two person count. 

 

c. One Person Stock Take 

One person counts the goods by description and quantity from start to finish by: 

 Using a blank piece of paper to record details 

 Double checking the figures by repeating the count in the reverse order without referring 
to the first count figures. 

 Comparing figures on both count sheets and checking the differences  

 Comparing the count figures with the warehouse records 

 Recording and adjustments of transfers 
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d. Two Person Stock Take 

In a two person count one person counts the items of stock while the other person records the 
counts of the stock items. 

They then swap roles with each other and the two counts are compared and any variations in the 
two counts are investigated and recounted. 

 

 

e. Stock take documentation 

The count can be recorded in a number of different ways. 

 Bar Code Readers. 

If goods are bar coded a reader, or scanner, can be used to scan each item and then download it 
to a computer. This method is simple and requires only one person to operate the count. 

 

 Count Cards 

An index card for each stock item and bin location can be used to record the counts. The cards 
are placed in each location and the counters enter the details as they progressively move along 
the aisles. Blank cards can be used to record "lost" items that are not in an appropriate location. 

 

 Count Sheets 

Inventory items are listed on a sheet of paper with their location and description. The count is 
entered next to the item. When count sheets are used there is a tendency not to count items 
that are misplaced or not on the sheet 
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f. Planning the Stock take 

Planning is essential for a successful stock take. The time taken to carry out the stock take is 
"lost" time. Good planning can make sure the stock take happens as quickly as possible. 

 Divide the warehouse into counting areas. The size of the areas will depend on the 
number of items to be counted.  

 Don’t fill orders or receive goods during the stock take. If items are moving around the 
warehouse while the stock take is underway some items may be missed or counted twice. 
Set a time when all receiving and despatch activity should stop. 

 Have as many current orders as possible filled before the stock take starts so there is less 
to count during stock take.  
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 Cycle Counting 

Rather than counting all the stock at one time, your warehouse may count different areas or 
products at different times. This is called cycle counting. 

Cycle counting does not require the whole warehouse to be closed down at the same time.  

The count can be based on:  

 A set area of the warehouse  

 Stock items ranked in order of highest through-put  

 

 

 

 Accuracy of Stock Take 

The accuracy of the stock take is essential. When counting you must be sure that you are 
accurately recording all the items being counted. 

Errors can result from: 

 Counting wrong stock items  

 Recording the count against wrong item codes 

 Entering incorrect figures 

 Recording the wrong units for the stock item – recording a number of units rather than 
the number of cartons.  
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g. Types of Discrepancies 

Discrepancies occur when the number of stock items counted does not match the number of 
items shown on the inventory records. 

A surplus is when there are more items counted than shown on the inventory records. 

A stock deficiency occurs when there are fewer items counted than shown on the inventory 
record. 

 

 Record Keeping Errors 

 Counting errors 

 Data entry errors 

 Inaccurate documentation such as picking slips and despatch documents being recorded 
in the inventory. 

 

 Handling errors 

 Items stored in the wrong locations 

 Damaged stock not reported 

 Incorrect number of items being picked 

 Items given wrong code numbers 

 

 Reporting Discrepancies 

If a discrepancy in stock numbers is identified it should be investigated. 

 Check all calculations to make sure there is no mistake. 
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 Check all documents such as receipts, issues and delivery and return documents to see if 
there is a mistake. 

 Examine previous stock take results to see if there were any previous discrepancies.  

Adjustments may need to be made to inventory records to match the actual stock amounts. 

Adjustments will be the responsibility of a particular person in your organisation. 

 

 

 

 

 

Formative Assessment 5 
 


