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Purpose:

H

To establish a standard warehouse storage system
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Policy:

BUR

Establish safe and effective logistics channels
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Procedure:

g

1. Fill in demand sheet and indicate: name, purpose, location. Any additional materials or parts will not
be allowed to receive; this process is only applicable in a normal situation;
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2. In exceptional circumstances, the duty engineer allows receive over-demand for parts or materials
of the warehouse, upon completion of repairs, consumed parts list and make a report;
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3.  Warehouse will be responsible for keeping all the stock issued record,;
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4. Summarize all received / issued records lists of the whole month before the end of the month and
post office;
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5. Any possible loss or employee abuse of the materials or parts are required to be reported;
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6. Maintain contact with the engineer on duty to ensure the standard inventory;
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7. Responsible for doing monthly month-end statements at the end of month.
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