New Intl Memo no. 912/84/a						Date:  02.03.2016

Sub.: Maintenance of Stock Registers.

Maintenance of stock at site has been integrated with the purchase database. The procedure for requisition and maintenance of stock is briefly given below.

1. Sites to make requisition and email it to HO. 
2. Requisition to be filed by project manager or senior engineer on a daily basis.
3. 2 requisition files to be maintained ie., material pending and material received.
4. Purchase to send copy of PO/WO by email. On receipt of PO/WO print it and attach
it to the requisition.
5. Enter details of invoice no. and date on the requisition on receipt of material. 
6. Site to update purchase database for material received through MRN form (where PO details are available). Where PO details are not available material receipts to be updated through other receipts form.
7. Store keeper to reconcile MRN with material received at stores by using update feature in the MRN form. This will automatically update the stock at site. 
8. For initializing the stock registers or for correction use stock adjustment form. 
9. Weekly report to be sent by site to HO by email. 
10. Project manager/engineer to prepare material issue forms (pre-printed) and hand it over to labourers or contractor. Labourer/contractor to go to storekeeper for issue of material. Store keeper to enter material issue form in the database and enter the quantity issued. Alternately (preferred method), labour/contractor to directly approach data entry operator and data entry operator will enter material issue form in the database and handover a printed copy to the labour/contractor. They can obtain engineers signature and approach the store keeper for issue of material. Store keeper to update material issued in the database (against requested).
11. On updating material issue by store keeper stock balances will automatically debited. Engineer, purchase division, admin division, etc., can at any point of time view the stock balance at site.
12. A computer to be given to each store keeper and wherever possible it should be kept near the store room.

Physical registers to be maintained upto 31st March, 2016 (Praveen to verify stock and give permit to each site to stop maintaining physical registers). Once the database is stabilized there will be no need to maintain physical stock registers.

An excel sheet with a revised list of items is attached herein. Purchase to ensure that database is suitably initialized to match the excel sheet and rates to be updated once a year.  

Details of stock of building material shall be required once a week, however, stock need not be maintained for these items. Stock report must be sent to HO every Saturday by email.

Admin Officer at site to physically verify stock once a week and sign the stock register. 

Admin - Audit to verify physical stock once a month. Admin also to verify that material stored in separate store rooms. Guidelines for storerooms to be maintained is give below, however, it may be suitably changed depending on requirement of each site.

Long store rooms (22 x 10 ft) to be provided for the following items:
a. GI pipes & fittings + PVC Agri pipes and fittings
b. Lift material

Mid size store rooms (12 x 10 ft) to be provided for 
a. UPVC & CPVC pipes and fittings
b. PVC pipes and fittings
c. Electrical conducting and DB boxes
d. Sanitaryware 
e. Bathroom & floor tiles
f. General stores
g. Door and wood

Small size stores ( 8 x 5 ft) to be provided for 
a. Wires & electrical switches
b. CP fittings
c. Hardware 

Bathroom wall tiles and some types of flooring tiles have not been distinguished by color/design in the database. These are to be maintained separately in an excel sheet by physical check. However, total quantity of bathroom wall tiles, bathroom floor tiles, kitchen dado tiles, utility floor tiles, utility wall tiles, 2 x2 vitrified floor tiles and 1 x 1 ceramic floor tiles to be maintained in database.


Managing Director
 
Encl.: List of items for stock registers  - separately attached 

