arny oul

Time
(Howrs)
10

12

8.1.0 WARFEHOUSING OPERATIONS ANB STOCK CONTRO].
§.1.01 Introduction
This module unit is intended 10 equip the traimee with the know dedpe.
skills and attitudes that will enable him/her 10 effective Iv o
warehousing and stock control activities m an Oy ganisation
8.1.02 General Objectives
By the end of the module unit, the tramee should be able 10-
a) describe the role of warehousing and stock control function in an
orgamsation
b) explain the relationship between the warehousing and stock
control function and other functions in an Orpamsation
c) outline the operational activities carried out in the warehouse and
stock control functions
8.1.03 Module Unit Summary and Time Allocation
Code Sub-Module Units | Content 5
*  Meanimg of Warehousme
810l Imtroduction of e Role of warehouse
I Warehousing ¢ Warehousing Orgamsation ‘
e Types of warehouses |
¢ Factors in setting warehouses
¢ Relationships between warehousing
el | department and other departments
8102 Rt‘f‘(’wma and ¢ Meaning Receiving and Issuing [
Issuine Goods Goods
e Factors to consider in 1eceiving
goods
e Preparation for receiving goods
¢ Receiving and inspection process
*  Sources of materials requisition
e Procedure followed in issuing goods
¢ Method of issuing good o
8.1.03 | Classificationand | Meaning of terms
Coding of e Importance of classification and
Materials coding of materjals
e  Criteria of classification of materials
¢ Matenals classification
o * Types of symbols used to code |

104
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81.04

Stock Location

|

l

I Su-b-];vlndu-l; Units | Content

materials
Factors to consider in coding
materials
Methods and bases of coding
materials

Features of a good coding system

Meamng of Stock Location
Purpose of stock location
Factors to consider in selecting stock
location

Methods of stock location

Procedure for Jocating materials in a
warchouse

fi07

' 8.1.08

Materials

-Packagi;é

Stores Layout

Preservation

Meaning of Stores Layout
Factors considered in selecting
stores layout

Types of stores layout

Features of a good stores layout

Meaning of Material Preservation
Importance of materials preservation
Factors considered in selecting
materials preservation method
Methods used in preserving
materials

Meaning of packaging
Purpose of packaging materials
Factors to consider in selecting and
packaging for materials

Types of packages

“Materials
Handlings

Meaning of Material Handling
Objectives of materials handling
Factors to consider in selecting
materials handling equipment
Matenals handling methods
Principles to be observed when
handling materials

Types of materials handling
equipment

| Time

_| (Hours)

10

10

10

10
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8.1.01

8101T

§101C

3.1.01T1

8.1.0172

INTRODUCTION
TO
WAREHOUSING

Theory

Specific Objeciives

By the end of the sub-

module unit, the trainee

should be able to:

a) explain the meaning
of a warehouse and
warehousing

b) explain the role of a
warehouse

c) explain the
Organisation of
warehousing
activities

d) explain types of
warehouses

e) discuss the factors
considered when
setting a warehouse

f) explain relationship
between
warehousing

department and other

departments

Competence

The trainee should have

the ability to relate
warehousing operation
to an Organisation

Content
Meaning of Terms
- Warehouse
- Warehousing
Role of warehousing

8.1.0113

8.1.01T4

8.1.01T5

8.1.01T6

8.1.01P

8.1.01P1

107

Warehousing

Organisation

- Centralization

- Decentralization

- Combined(centralized
and decentrahzed)

- Advantages/disadvanlag
es of warehousing
Types of warehouses

- Private warehoused

- Public Warehouses

- Government
warehouses

- Cooperatives
warehouse

- Bonded warehouse

Factors considered when

setting warehouse

Relationship between

warehousing department

and other departments

- purchasmg

- production

- marketing

- finance

- human resousces

Practice

Specific Objeciive

By the end of the sub-
module unit. the tramnee
should be able 10
lustrate
diagrammatically the
Organisation of the
warehousing activities

Content

Organisation of
warehousing activities
in an entity



[ Code ] Swh-Module ilnifs ‘ Cantent Time
: } ) | _ o (FHours) |
I 87109 hﬁemrn'\'_ e Meanimg of Stock Contio) 3
' Management/Stock ) Reasons for holding ok
. Control Importance of stock «ontr o
f Factors 10 consider 1 selecung an
| stock contro] methods
" el o __stock control methods e i =
8.1.10 | Stock Recording Mcamnp of Stock Rec mdmy 10
] Importance of stock recor ding
= Factors 1o consider n selecting stock ‘
recording methods to nse
e Stock recording methods
‘ = Types of siock 1ecords
o W | * Waysof 1 maintaining stores lecords |
8.1.11 | Stock Takmﬂ ° Meamng of Stock lakmg } 8
»  Reasons for conducting stoack
v taking
¢ Importance of stock lakmg
e Faclors 10 consuder in conduc ting
stock taking exeicise
¢ Methods of stock taking
¢ Procedwme for stock taking
*  Preparation for stock laking
b _|®_Approaches o stock takmg ]
8113 Safety and Security | e Meaning of ‘Saftl\f and ‘\ecunh 6
o Importance of Sa fety and Sec urty
e Factors 1o consider in relation 1o
. ST I _safety and secunity of stock and store
4113 Emerging Jssues 1 @ qugmg 1ssues and trends i d
and Trends warehousmg operations and stock
contro)
e Challenges posed hy emerging
issues and trends 1 warehousing
operations and siock contyol
¢ Coping with challenges posed by
emerging issues and trends in
warehousing operations and stock
— __L J‘ contro] . RN SO
__Total —_— 120
106



8.1.02

8.1.02T

Supgested ' Teaching

learnimg Resources

- Text books
fournals

- Manuals

Suggesred Teaching/
Learning Acriviites
- Group discussion

- Notes
- Explanation

- Question and answer

Suggesied Assessmenl
Methods

- Continuous Assessment
Tesls

RECEIVING AND
1SSUING OF GOODS

Theory

Specific Objectives

By the end of the sub-

module umt, the trainee

should be able to:

a) explain the meaning
of receiving and
issuing of goods

b) explain the factors to

consider i receiving

goods

highlhight the

preparation for

receiving goods

d) describe the
recelving and
inspection processes

e) identify the sources
of materials
requisitions

f) describe procedure
followed in issuing
goods to customers

(=]

108

8 1.02¢

8.1.02T1

8.1.02T2

8.1.02T3

8.1.02T4

8.1.02T5

8.1.02T6

) explan the methode

ol e poods

Competence

The ramee should have
the ability 10 nspect.
receive and issue goods
m a warehonse

Content
Meanmg of terms

- Receiving
- Jssuing

Factors 10 consider
when receving goods
Preparation for
recenving poods
Receiving and
MSpechion Processes
Confirmation of
carrier/vessel

- Confwmation of

]

destination
Confirmation of
documentation
OfNoadmy
Confimation of
packages

Physical check
Quantity and quahty
check

Preparation of relevant
documents
Storage/1ejection of
goods

Adjustment of stores
ledgers

Sources of materials

" requisition

User departments
(intermal customer)
Extemal customer
Procedure followed n
issuing goods




8§1.02T7

o
<>
3
b ol

8.1.02P1]

Methods of issuing goads
Imprest

- Allocated

- Scheduled

- Replacement

- Inal

Practice

Specific Objeciive

By the end of the sub-
module unit. the trainee
should be able 10 carry
out the process of
receiving and issuing
goods.

Conrent
Process of receiving and
Issuing goods

Suggesied
Teachmg/lLearning
Resources

- Text hooks

- Magazines

- Journals

- Manuals

- Internet

Suggesied
Teaching/Learning
Activiries

- Group discussion

- Notes

- Explanation

- Question and answer

Suggested Evaluation
Methods

- Terminal examination
- Project

- Question and Answe;

8.1.03 CLASSIFICATION
AND CODING
MATERIALS

8.1.03T

§.1.03C

8.1.03T1

Ll
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Theory

Specific Objectives
By the end of the sub-
module unit. the trainee

should be able 1o

a)

b)

c)

d)

€}

1)

explain the meaning
of classification and
coding

explain the
importance of
classification and
coding of materials
explain the criteria of
classifying materials
explain the classes of
materials

identify the types of
symbols used to code
materials

explain factors
considered in codmg
materials

describe the bases of
coding materials
describe the features
of a good codmg
system

Competence
The trainee should
have the ability to
classify materials
and design a material
coding system

Content

Meaning of Terms
Classification
Cuoding



810372

§10313

8103T4

810375

8§1.03Te

8.1 0377

8.1 03T8

81MPpP

8.1.03P1

Importance of
Classification
and Cedmp
Critena of classifving
materals
Classification of
Materjals

- Raw matenals

- Equipment/tools

- Work m progress

- Fimshed products

- General stores
Types of symbols used
in coding malerials

- Numbers/Numerical

- Alphabetical

- Alphanumerical

Factors considered when
coding maternals

Bases of coding materials

- Nature

- Technical affiniues

- Stage of manufacture
Colour markings
Mnemonic

- Manufacturers” Codes

Features of a good coding

system

Practice

Specific Objectives

By the end of the sub-

module unit. the trainee

should be able to:

a) classify materials in
an Organisation

b) identify materials
using different
codes.

Content
Classification of
matenals 11 an
Organisation

110

81 03P

8.1.04

8.1.047

Eodime cysiemy

L
iR e

i
Teaching 1 ew ning
Resowre es

- Text books

- Manuals

Suggested
Teaching/learnmg
Acnivities

- Group discussion

- Notes

- Role play

- Lueshon and Answa

Suggested Evaluanon

Merhods

- Continuous Assessment
Tesis

- (hal tests

STOCK LOCATION
Theory

Specific Objeciives

By the end of the sub-

module uni. the tramee

should be able 10

a) explam the meanmng
of stock location

b) highhght the purpose
of stock location

¢) explam factors
considered 1n
selecting a stock
Jocation method

d) explain the different
methods of stock
location

e) explam the
importance of stores
mdex



8.1.04C

8.1.04T1

8.1.04T2

8.1.04T3

8.1.04T4

8.1.04T5

8.1.04T6

1) describe the
procedure for
locating matenals in
the warehouse.

Competence

The trainee should have
the ahility to accuraiely
stack and retrieve
materials i the
warehouse

Conient
Meaning of Stock
L.ocation
Purpose of stock
location
Factors considered mn
selecting stock location
method

Methods of stock Jocation

- Fixed

- Random

- Zonal

- Advantages/disadvantag
es stock Jocation

- Features of a good stock
Jlocation method
Stores Location Index

- Meaning of Stores
Location Index

- Purpose of Stores
L.ocation Index

- Details entered Stores
Location Index
Procedure for locating
materials

3.1.05P

3.1.04P}

8.1.05

8.1.05T

11]

Practice

Specific Objecnive

By the end of the sub-
module unit. the trainee
should be able to
identify the location of
materials held in the
Warehotise

Conrent

L.ocation of materials
held in the warehouse

Suggested
Teaching/Learning
Resources

- Text books

- Joumals

- Resource persons

Suggested
Teachmg/Learning
Aciivities

- Group discussion

- Making/taking notes
- Question and Answel

Suggested Evaiuation
Methods

- Project

- Oral tests

STORE LAYOUT
Theory

Specific Objectives

By the end of the sub-

module unit, the trainee

should be able to:

a) explain the meaning
of stores layout



8.105C

§1.05T]

8 1.0573

8.1.0513

8 1O5Tg

81050

2105P]

b) explam factors 1o he
considered when
selectmg stores
lavowm

c) explain the different
types of stores lavout

d) describe features of a
£ood stores layout

Competence

The trainee should have
the ability 1o devise a
stores layout system

Content

Meaning of Store
Layout

Factors considered
when selecting stores
layom

Types of stores layout

- Through flow

- Line flow

8.1.06
T-1low

- L-Nlow
- U-fiow (Horse-shoe)

Advantages and
disadvantages of Store
Layout

Features of a pood
stores layout

Fractice

Specific Objectives

By the end cf the sub-
module unit, the trainee
should be able to
identify different types
of stores lavout used in
a warehouse

Content
Types of stores fayont

112

81.06T

Sagree e of
leven .r'ih'flg' ! ¢ren o
Resowr ooy
- Texi l'Hml*.}\
- Magazines
- Joumals
- Manuals
- Resource persons

Suggested

Teachiig. 1 arnme
Acnvines

- Group discussion

- Notes

- Role play

= Question and Answe;

Suggested Fyaluanon
Meihods

- Terminal examination
- Assigniments

MATFRIALS
PRESERV A F10ON

Theory

Specific Objecrives

By the end of the sub-

module unit the rainee

should be able 10

a) explam the meaninoe
of matevials
preservation

b) explaim the
unportance of
preserving materials

c) highlight factors to
be considered in
selecting materials
preservation method

d) explain the materials
preservation methods



810671
8.1.06T2

8.1.06T3

=
L

8.1.06P

8.1.06P]

(onren

Meaning of matenals
pl(’se]'\’iﬂl“]l
Importance of matenals
preservation

Factors considered in
selecting matenals
preservation methods
Maiciials picsiivaiion
methods

Dryimg

Smokmg
Oiling/greasing
Panting

Packaging

- Refnigeration

- Room temperature

"

Practice

Specific Objective

By the end of the sub-
module unit. the trainee
should be able 10
identify different
methods of preserving
materials

Content
Methods of preserving
materials

Suggested
Teaching/Learming
Resources

- Text books

- Manuals

- Resource persons

Suggested
Teaching/Learning
Activities

- Group discussion

- Debates

113

8.1.07

§.1.07]

8.1.06C

8.1.0777
8.1.07712

8.1.07T3

- Question and Answes

Sugppested Fvaluanon
Methods

- Terminal examination
- Oral tests

PACKAGING
Theory

Specific Objectives
By the end of the sub-
module unit. the trainee
should be able to:
a) explamn the meaning
of packaging
b) explain the purpose of
packaging matenals
¢) highhght the factoss to
be considered n
selecting of
packaging materials
d) 1dentify the types of
packages for matenals

Competence

The tranee should have
the ability to preserve
materials in an
Orpanisation using
suitable methods

Conrent

Meaning of packaging
Purpose of packaging

materials

Factors considered in

selecting packages for
materials



a1 0714

8 1.07p

§107P]

81 07C

Ivpes of packages
Diums

- Boxes/cartons
C rates

- Sacks/bags

- Comamers

- Wrappers

- Advantages and
disadvantages of
packaging materials

Practice

Specific Objective

By the end of the sub-
module unil. the trainee
should be able to
dfferentiate the types of
packaging materials

Conient
Types of packaging
maternals

Competence
The trainee should
have the ability to
select suitable types of
packages for materials

Sugge.t red
Teachmg/Learning
Resources

L'ext books
- Manuals
- Resource persons

Suggested
Teaching/Learning
Activities

- Group discussion

- Question and Answer

114

8.1.08

8.1.087

8.1.08C

3.1.08T]

Sugpested Fyaluenon ~ . ¢ L
Metheeds &
- Termanal exammanon

- Question and Answer ¢

MATERIALS 2\
HANDLING

Theory

Specifi Objecnives
By the end of the sub.
module unit. the namee
should be able 10
a) explain the meaning
of materials handhinp
b) highhght the
objectives of
materials handling
¢) discuss the factors
considered
selecting matenals
handling equipment
d) explam the matenals
handling methods
e) descnbe the
principles to be
observed when
handling materials
f) describe different
fypes of materials
handhng equipment

Competence

The traimee should have
the ability to identify the
different types of
materials handling
equiprnent

Content
Meaning of materjal
handling



8 1.0872

8 1.08T13

8.1.0874

8.1.08T5

$.1.08T6

§.1.08P

8.1.08P1

Objectives of materials
handling
Factors considered in
selecting materials
handling equipment
Materials handling
methods
- Manual
- Mechanical
- Automated
- Advantages/
disadvantages
Principles observed
when handling matenals
Types of matenals
handhng equipment
- Manual
- Mechanical equipment
- Automated

5.1.09

8 1.09T

Practice

Specific Objecrive

By the end of the sub-
module unit. the trainee
should be able 10
identify different types
of materials handling
equipment

Conrent
Types of materials
handling equipment
Suggested 8.1.09C
Teaching/Learning
Resources
- Text books
- Manuals
- Resource persons

Suggested

Teaching/Leariing 8.1.09T]
Activifies

- Group discussion

18 B

- Makimg notes
- Ouestion and Answel

Supoested Evaluanon
Meihods

- Terminal examination
- Projeci

- Assignment

INVENTORY
MANAGEMENT/
STOCK CONTROL

Theory

Specific Objectives

By the end of the sub-

module unit. the trainee

should be able to:

a) explain the meaning
of the terms stock
and stock control

b) explain the reasons
for holding stock

¢) explam the
importance of stock
control

d) highhght factor
considered when
selecting stock
control method

e) explain the methods
used 10 control stock.

Competence

The tramee should have
the ability to use
different methods to
control stock in an

entity

Content
Meaning of Stock and
stock coniroi



I L L e

€1 0913

51094

810975

8 1.09F

8.1.09F1

Reason 1o holdimg
ctock

ITmportance ol sinck
contro)

Factors 1o consider
when selecting stock
control methods
Stock control methods
Determination of stock
levels

Fconomic order
quantity (EOQ)

- Just-mn-Time

Lot for Lot (1.4L)
Min-Max approach
Stock Bin Card
ABC analysis
Periodic Review
System

- Material Requirement

Planning (MRP)

- Enterprise Resource

Planning

- Advanmages/disadvantag 7.1.30

es of stock control
meihods

Practice
71.10T
Specific Objective
By the end of the sub-
module unit. the trainee
should be able to
identify stock control
methods used in an
(J1ganisation

Conient

Stock control methods
used in an Organisation

116

Stgges 1eed
Teaching Learnme
Kesowre es

- Text books

- Magazines

- Manuals

- Resource persons

Suggested

Teaching/1 earning
Activinres

- Group discussion

- Debates

- Role play

- Question and Answer

Suggested Evaluation
Merhods

- Termmal examination
- Project

- (ral presentations

STOCK
RECORDING

Theory

Specific (Objectives

By the end of the sub-

maodule unit. the trainee

should be able to:

a) explain the meaning
of the 1erm stack
records

b} highhight the
importance of stock
recording to an
Organisation

c¢) explam the factors to
consider when
selecting stock
recording methods to
use



7.1.100C

7.1.1071

7.1.10T2

7.1.10T3

7.1.10T4

7.1.10T5

d) explain the stock
recordmg methods
used

¢) idenufy types of
stock records

f) explain ways of
mamtaining stock
records

Competence

The trainee should have
the ability to accurately
prepare.

use and maintain stock
records safely

Content
Meaning of the term
stock records
Imponance of stock
recording 10 an
Organisation
Factors to consider
when sclecting stock
recording methods

Stock recording methods

- Manual

- Mechanical

- Automated

- Advantages of
maintaining accurate
stock records

- Disadvantages of
maintaming maccurate
stock records
Types of stock records

- Store ledgers

- Goods received/issue
notes

- Inward/outward register
(Goods received/issue
books)

- Transfer notes

- Return to stores

117

7.1.10T6

7.1.10P

7.1.10P]

Wavs of maimtaining
stoies records

- Fihing

- Custody

Practice

Specific Objective

By the end of the sub
module unit, the trainee
should be able 1o
identify varjous types of
stock records

Content
Stock records

Suggested
Teaching/Learning
Resources

- Text books

- Magazines

- Manuals

- Resource persons

Suggested
Teaching/Learning
Activities

- Group discussion
- Debates

- Role play

- Question and Answer

Suggesied Evaluation
Meihods

- Terminal examination
- Project

- Oral tests



W) g
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7.1.11T]
1.1.0182

STFOCK TAKING
Theory

Specific Objectives

By the end of the sub-

module unit. the tramee

should be able 10

a) explain the meaning

of stock taking

highlight reasons for

conducting stock

taking exercise

¢) explain the
mportance of stock
taking to an
Organjsation

d) explam factors
considered when
conduciing stock
taking exercise in an
Organisation

e) explain the methods
used m stock taking

1) describe the
procedure for stock
taking

g) explain the nature of
preparation for stock
laking

h) hghhght approaches
10 stock taking.

b

R

Compelence

The tramee should have
the ability to actively
participate iy stock
taking exercise.

Content

Meaning of stock taking
Reasons for conducting
stock taking

118

81011713

7.1.1114

7.1.Y1TES

7.1.11T6

7.1.1117

LTS

Z11P

7.1.11P]

Importance of ctocl,
takme 1o an
(heamsation
Facten considered when
conductimg stock 1aking
EXCICISE
Methods of stock 1aking
- Periodic/fixed
- Continuous
- Advantages/disadvantag
es of stocktaking
methods
Procedure for stock
taking
Nature of preparation
for stock taking
Documents
Staff
- Date/duration
Updating of stock
records
- Retinn of loaned items
Approaches 1o stock
taking
- Blind
- Team work
- Store keepe)

Practice

Specific Objective

By the end of the sub-
module unit. the trainee
should be able 1o
demaonsirate an
understanding of how
the stock taking is
undertaken

Content
Methods of stock taking
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7.1.12T

Suggested
Teachmg/Learnmyg
Resources

- Text books

- Manuals

Suggested
Teaching/Learning
Activities

- Group discussion

- Question and Answer

Suggesied Evaluation
Merthods

- Terminal examination
- Project

SAFETY AND
SECURITY

Theory

Specific Objectives

By the end of the sub-

maodule unit, the tramee

should be able to:

a) explain the meaning
of safety and security

b} explain the
mmportance of safety
and security in
warehousing
operation

¢} highlight factors to
consider n safety
and security of stores
and buildings

d) explain the safety of
staff and security of
stores

119

70 1 T

g

0 O

7.1.1273

7.1.1274

1:3.12P

7.1.12P1

¢ ompetence
Ihe namee should
hive the ability 1o take
appropriate safety and
securty precautionary
measures in
warehousing
operanons

Conrent
Meaning of safety and
security
Importance of safety
and security in
warehousing
Safety of stock,
warehouse and staff
Security and safety
measures of staff
- Safety measures
- Sccurity measures

Practice

Specific Objective

By the end of the sub-
module unit, the trainee
should be able tg
discuss various safety
and security nieasures in
warchousing operations

Comtent

Safety and security
Measures iy
warehousing

Suggested
Teaching/Learning
Resources

- Text books

- Resource persons



7333

7.1 13T

7.3.33C

Suporred
Jeachme Toerming
Jenvirnes
Giyoup diccussion
- Role play
- Question and Answery

Sugpesied Evaluanion
Methods

Repoyt Wiiting

- Assignment

EMERGING ISSUES
AND TRENDS IN
WAREHOUSING
AND STOCK
CONTROL

Theory

Specific Objecrives

By the end of the sub-

module. the trainee

should be able 10

a) identfy emergmg
1ssues and trends in
warehousing and
stock conirol

b) identify challenges
posed by emerging
issues and trend n
warehousing and
stock control

¢) cope with challenges
posed by emerging
issues and trend n
warehousing and
stock contro]

Competence

The trainee should have
the ability to cope with

challenges in emerging

issues and trends.

120

71.13T3

7.1.33F

7.113P]

Conrent

Emergimg 1ooues and
trends m warehonsng
and stock control
Challenges posed by
emerging issues and
trends in warehousing
and stock control
Coping with challenges
posed by emerging
issues and trends m
warehousing and stock
control

Practice

Specific Objective

By the end of the sub-
module, the tramee
should be able 1o
dentify the emerping
issues and trends n
warehousmg and stock
control.

Emerging 1ssues and
trends m warehousing,
and stock control

Suggested
Teaching/Learning
Resouirces

- Text books

- Magazmes

- Manuals

- Resource persons



Suggested

Teaching/Learning Swepgested Evaluanan

Acniviries Merihods

- Group discussion - Report Writing
- Debates - Assignments

- Role play - Oral tests

- Question and Answer
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