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Warehouse Inventory Accounting
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Minimum Standards

· A warehouse inventory accounting system is established at every point where inventory is stored or is transferred from one form of transport to another.  The system is consistent across all points within the country.

· The warehouse inventory accounting system contains the following minimum components:

· Physical presence of assigned personnel at all times when inventory is received, handled, dispatched or distributed.

· A tally of all inventory loaded onto or off of transport.

· Pre-printed, numbered waybills that properly document all inventory transactions or movement.  Waybills are safeguarded like checks and only those individuals delegated by management are allowed to authorize the issuance of waybills.

· Warehouse (or stock) ledgers and stack (or bin) cards detailing receipts, dispatches / issues, and balances of inventory.

· An updated list, with title and signature sample, of all CARE or counterpart personnel authorized to make entries into and/or adjust inventory records.

· Dispatch reports provided to all receiving points.

· Weekly verification by warehouse management of stock ledgers and stack cards for accuracy.

· Monthly summary reports from every warehouse detailing all receipts and dispatches / issues of inventory.

· Monthly physical inventory counts made by warehouse staff as part of their internal control responsibilities.

· Quarterly physical inventory counts conducted by staff not directly connected to the warehousing operation.  Results are reconciled with finance inventory accounting documentation (as well as Commodity Status Reports if appropriate) and the records are adjusted accordingly by authorized personnel.

· Loss & Adjustment Reports completed for every loss on pre-printed and pre-numbered Loss and Adjustment forms.
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Guidelines for these various components are provided on the following pages.  While finance inventory (or commodity) accounting follows many of the procedures - and uses many of the formats - presented below, it is outside the scope of this Manual to provide a complete discussion of finance inventory accounting.

Personnel

The required number of warehouse inventory accounting staff depends on the size of the warehouse.  In a small or medium-sized warehouse, one person may be responsible for inventory accounting as well as general management functions.  In a large warehouse, a warehouse manager may assign assistants or storekeepers to record transactions on inventory ledgers and stack cards, while maintaining overall management and reporting responsibilities himself / herself.  
A complete list of warehouse management responsibilities - including inventory accounting - is provided in the Warehouse Management Accountability Checklist.
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Waybills

The Waybill is the primary document for the receipt and dispatch of goods into and out of all warehouses.  All inventory received at or issued from a warehouse must be accompanied by a pre-printed, pre-numbered waybill.  
Procedures must be developed by the Country Office to:

· Determine which Country Office department (Finance or Administration) will be responsible for ordering the pre-printed waybills.

· Control access to blank waybill forms, similar to the procedures to control access to blank checks for cash transactions.
· Keep all warehouses supplied with waybill forms and to track which waybill numbers have been sent to which warehouses.
Waybills should be printed in blocks of 50 or 100 with each of those 50 (or 100) consisting of one original and four (4) copies.
For warehouses maintaining diverse inventory, tracking, accounting and reporting are facilitated by issuing separate waybill blocks - or at least a certain numbered series - for each inventory item.
When CARE’s counterpart arranges for the transport of inventory from warehouses, a CARE waybill should be used to document the dispatch and subsequent receipt.  If a counterpart insists on using its own waybills, the counterpart’s waybills should contain all the information required in the CARE waybill. 

Format
The following minimum information is required on the waybill.  (Also see Waybill Format in the Annex.)
Sequential Waybill Number 

· If there are multiple warehouses in the country, the number should include a code for each warehouse.
Dispatch Information

· Origin / dispatching warehouse

· Date of Dispatch

· Destination / receiving warehouse

· Donor

· Project number

· Transporter

· Truck number / Trailer number

· Drivers License number

· Commodity / Item name

· Shipment number

· Unit, i.e. type of packaging such as bag, carton, drum – original or repackaged
· Unit size: for commodity use standard weight per unit in kilograms; for NFI use number of pieces within a unit, e.g. 288 pieces per carton

· Total units dispatched

· Total weight [for commodity] or total items [for NFI] dispatched

· Name and signature of dispatcher, e.g. warehouse manager or storekeeper

· Name and signature of driver / person taking custody of the goods
Receipt Information

· Date of receipt 

· Total units and weight / items received in good condition

· Total units received underweight, or with pieces missing

· Total units and weight/items received damaged (specify damage)

· Name and signature of receiver, e.g. warehouse manager or storekeeper

· Name and signature of driver / person delivering the goods

Routing information (see table below)
	Waybill part
	Routed to

	Original
	Inventory accountant

	Copy 1
	Inventory accountant

	Copy 2
	Transporter

	Copy 3
	Receiving warehouse

	Copy 4
	Dispatching warehouse


In the very early stages of emergency response, it may be necessary to begin distributing non-food items (NFI) before receiving the pre-printed, pre-numbered waybills.  In only this case - and only for NFI, the Waybill Format Emergency NFI (attached) may be used to manually prepare waybills. 
The attached Microsoft Excel file contains five sheets.  Only sheet one (the ‘original’) needs to be completed as information is electronically copied onto the remaining sheets to maintain consistency.   All five sheets must be printed, signed and routed the same as pre-printed waybills.
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	As these waybills are prepared manually, they will need to be tracked on the attached Waybill Tracking Sheet.


Procedures

1. One waybill is prepared for every delivery location.  In other words, a truck carrying goods for multiple locations will have a separate waybill for each location.

2. One waybill is prepared for each commodity or item dispatched.  Do not combine multiple goods or commodities or the same waybill.
3. If goods or commodities are transferred from one form of transport to another without passing through a warehouse, a tally is made and a new waybill issued.

4. Waybills are prepared only by those individuals delegated by management to issue waybills.  

5. If CARE’s counterpart waybill is being used, ensure the counterpart’s waybill contains all the information required for a CARE waybill.  If it does not, manually write the missing information on the waybill prior to signing it.
6. The warehouse manager dispatching / receiving inventory completes and signs the appropriate section of the waybill (e.g. dispatch or receipt).  
7. The driver of the vehicle transporting the inventory also signs the waybill to document his/her agreement with the quantities described on the waybill.

8. Waybills are routed as follows. 

· After inventory is loaded onto a truck, the Dispatch Information section is completed, and both the preparer and transporter have signed all copies of the waybill, the original is sent by the dispatching warehouse to the CARE inventory accountant.

· Copies one, two and three of the waybill are then taken by the transporter to the receiving location.

· Once the inventory is unloaded at the receiving site, and the Receipt Information section of the waybill is completed and signed by both the receiver and the transporter, copy one is returned to the inventory accountant; copy two is given to the transporter (who will use it for requesting payment); and copy three is filed at the receiving location.

· The fourth copy never leaves the dispatching warehouse.  It is used to support entries recorded by warehouse managers or storekeepers in the dispatching warehouse’s inventory ledgers.

Warehouse Inventory Ledgers

Minimum Standards

· Warehouse inventory (or stock) ledgers properly document all transactions related to the receipt, dispatch or loss of inventory in all warehouses.  
· Separate ledgers are maintained for, for each donor, and for each individual commodity shipment which arrives in country.  
· The source documents that support entries onto the ledger are:
· Delivery reports of independent surveyors (see Independent Surveyors in the Inbound Operations chapter of this Manual) 

· Waybills 

· Loss and Adjustment Reports

	· For commodity unfit for human consumption, the format titled Warehouse Inventory Ledger for Unfit Food is used.

	
	· For all other inventory, the general Warehouse Inventory Ledger format is used.
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Procedures
1. Create a separate w Warehouse inventory (or stock) ledger for:

· Each type of inventory.
· Each donor (i.e. separate ledgers are kept for similar inventory items from different donors).

· Each commodity shipment number (i.e. separate ledgers are kept for similar commodities of different shipments, even if the donor is the same for all shipments).
· Commodity suspected or declared to be unfit for human consumption.

2. Record entries in whole units (e.g. bags, cartons, drums, etc.).  Record partial units by weight in kilograms (for commodity) or number of pieces (for NFI).

3. For inventory received at warehouses:

· Record - in both the ‘Receipts per Waybill’ column AND the ‘Balance’ column of the ledger - the number of whole units stated in the Dispatch section of the waybill.

· If the number of units actually received exceeds the number of whole units stated in the Dispatch section of the waybill, record the number of additional units in the ‘Excess Receipts’ column of the ledger and complete a Loss and Adjustment Report.
	· Record - in the ‘Pending’ column of the ledger - the TOTAL number of units missing or damaged.  For example, if 1000 units were dispatched but only 975 were counted upon receipt, 25 units are missing.  If 3 of those 975 units were damaged, the total number recorded in the ‘Pending’ column is 28 (or 25 + 3).  
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· Complete a Loss and Adjustment Report for all missing or damaged goods or commodities and submit the report for approval.  Once an approved copy of the report is returned to the warehouse, record the Loss & Adjustment Report number on the next available ledger line, enter the quantity in the ‘Losses’ column, and enter the same quantity as a negative number in the Pending column.
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· For all commodities declared unfit for human consumption by a public health officer or other authorized officials, after the quantity is listed as a loss on the general ledger, it must also be entered in the “Receipts” column of the Warehouse Ledger for Unfit Food.

4. For inventory dispatched from warehouses, record in the ‘Dispatches & Returns’ column of the ledger the units listed in the Dispatch section of the waybill.
5. Enter returns to the warehouse of any dispatched inventory as a negative number in the ‘Dispatches & Returns’ column of the ledger.
6. If a loss of inventory is discovered during a physical inventory count, or commodity stored in the warehouse is determined to be unfit for human consumption, complete a Loss and Adjustment Report and submit the report for approval.  Once an approved copy of the report is returned to the warehouse, enter the amount in the ‘Losses’ column of the ledger.

7. Verify ledgers every week for accuracy of entries as compared to source documents.  Investigate any discrepancies, reconcile differences and prepare appropriate Loss and Adjustment Reports.  The source documents that support entries onto the ledger are:
· Delivery reports of independent surveyors 

· Waybills 

· Loss and Adjustment Reports
8. Close ledgers at the end of each month.  Carry forward the opening balance from the previous month's ending balance.  If there is no ending balance for the previous month, the opening balance is zero.  Country Offices and counterparts should coordinate closure of ledgers with financial inventory accountants.  
Stack (or Bin) Cards

All inventory stored in warehouses is placed in stacks.  (See ‘Stacking’ below for complete details.).  Smaller items are generally stored in ‘bins’ placed on shelving.  The terms stack card and bin card are used interchangeably in this Manual.  
Minimum Standards

· Stack cards are attached to each stack of goods or commodity stored in the warehouse. 

· Stack cards properly document all quantities added to (received) or removed (dispatched) from the stack to which they are attached.
Procedures
1. Attach a Warehouse Stack (or Bin) Card to each stack/bin of inventory in a warehouse.

2. Maintain separate stacks and stack cards - by shipment number - for 

· commodity that has been damaged and awaiting reconstitution;
· commodity that has been repackaged;
· commodity unfit for human consumption; and
· commodity received at warehouse as repayment for a loan.
3. Record entries in whole units (e.g. bags, cartons, drums, etc.).  Record partial units by weight in kilograms (for commodity) or number of pieces (for NFI).

4. Whenever inventory is placed onto or taken off a stack, compare the physical stack count with the stack card balance and record entries to stack cards.
5. Compare – at least once per week - the balances listed on the stack cards with the balances listed on the warehouse inventory ledger.  Investigate any discrepancies, reconcile differences and prepare appropriate Loss and Adjustment Reports.
Safety, Security and Maintenance

[image: image10]
Warehouse Access

Minimum Standards
· Access to warehouses is restricted to personnel authorized by management.

· Warehouses are locked and guarded during non-working hours; only persons designated by management have keys.  
· The person who possesses the warehouse keys is accountable for all losses within the warehouse.  Current lists of all persons, including counterparts and community members, in possession of keys are maintained.
Guidelines
Only one person should possess the keys to the warehouse at any time.  Generally, this should be the warehouse manager (if inventory is stored in a CARE maintained structure) or the person in charge of, for example, a health post or community center (if inventory stored in a room of a community building).

In high risk areas, joint holders of keys may be preferable.  When two persons manage two sets of locks there is an added control check. 

Ensure windows and doors can be securely locked and check periodically that all openings (doors, windows, etc.) are working properly.

Control entry into the warehouse.  If possible, restrict warehouse access to only those who actually operate or inspect the warehouse.  If others have warehouse access, record the visitors name and details in a log book and inspect all persons leaving the warehouse.

Control what staff bring in or take out of the warehouse.  
· Have a secure area where warehouse staff can leave their personal possessions.  
· Do not allow staff to have small bags, etc. that may be used to hide and carry out pilfered inventory.  
· Check staff when entering and leaving the warehouse compound, instilling an appreciation for good security.
Check every vehicle entering or leaving the warehouse compound to ensure all transported goods have an authorized waybill.
Fire Prevention
Minimum Standards
· A policy of NO SMOKING or COOKING in or around the warehouse is in place.

· Adequate fire fighting equipment is in proper working order. 
Guidelines

Post clearly visible NO SMOKING signs on exterior and interior warehouse walls.

Strictly enforce the no smoking policy - for visitors and drivers as well as staff.

Do not store flammable materials (such as fumigants or petrol) in the warehouse, even on a temporary basis.

Assign responsibilities and set out the steps each staff member should take in case of fire.

Ensure fire fighting equipment is readily available and accessible; both inside and outside the warehouse.  Equipment should include 

· Smoke alarms

· Fire extinguishers: type A (for trash, wood, paper), type B (for liquids and grease and type C (for electrical equipment) 

· Sand and water buckets 

· Hoses (if a water source is available)

Inspect fire extinguishers regularly for proper functioning.  Recharge as needed or at least as often as recommended by the manufacturer.

Ensure first aid equipment is readily available and accessible, and someone knows how to use it.  Replenish first aid materials on a regular basis.
Cleaning

Minimum Standards
· A warehouse cleaning schedule and responsibilities are defined and respected.

Guidelines
Keep the warehouse and compound clean to reduce the potential for pest infestation and loss resulting from insects, rats, and other vermin.

Develop a cleaning plan (as illustrated below) which assigns specific duties to warehouse staff.

Dispose of dirt or debris from sweepings well away from the warehouse.
Any commodity spilled on the floor must be accounted for (see the ‘Repackaging / Reconstitution’ section below).
Ensure adequate cleaning materials are available and well-maintained.

Example of a Warehouse Cleaning Plan

	Frequency / Task
	Person Responsible

	Daily

	Clean spillage as it occurs.
	

	Sweep the floor - if necessary twice a day (morning and just before the close of business) - and dispose of the sweepings according to guidelines
	

	Inspect stock for visible signs of infestation
	

	Check rodent snap traps
	

	Clear passageways between stacks
	

	
	

	Weekly

	Sweep walls and sides of stacks thoroughly
	

	Remove debris, weeds, trash or food from the warehouse compound
	

	Check multiple-catch traps and glue boards
	

	
	

	Monthly

	Sweep roof beams
	

	Clean ventilators
	

	
	


Inspections

Minimum Standards
· Management conducts periodic warehouse inspections to ensure maintenance, cleaning and fumigation procedures are followed and safety equipment is operational.

· Commodities are inspected weekly and any suspect commodities are tested. 
Procedures
1. Thoroughly inspect the warehouse structure and storage conditions at the time of conducting monthly physical counts.  Ensure the inspection includes cleanliness, maintenance of the structure, and proper storage and accounting practices.  
2. Complete the monthly Warehouse Inspection Report and implement all necessary follow up actions in a timely manner.
3. At minimum weekly, inspect commodity (if applicable) for damage as illustrated on the following page. 
4. If evidence of damage is discovered, segregate the damaged from good packages.  If significant damage is found or suspected, dismantle the stack.

5. Depending on the type of damage, repackage, fumigate, or take samples from each lot of affected commodity and submit for testing in accordance with procedures described below.
Inspection of Commodity Stacks 

(Adapted from CARE’s Commodity Storage and Handling Manual, 1992)

	Examine the ground around and below each stack for evidence of spilled or leaking commodity, rodent droppings, insects, dirt or debris.  Use a torch in dark places.
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	Examine the exterior of each stack to ensure that they are clean and free of mold, insects, rodents and birds.
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	Carefully look inside the stacks for split or broken bags or containers, rusting or swelling of tins, or webs or cocoons between bags or in the seams.  Pay close attention to any unusual smells or hardening of flour / DSM sacks.
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	Climb to the top and spot check bags or containers underneath the top layer.  Lift a bag in the middle of the top layer to check for unusual heating.



	If authorized, take samples from grain sacks using a sampling spear.  Check samples for smell, insect damage, mould or discoloration.



	Type of damage
	Evidence of damage
	Methods of control
	Action necessary

	Short-weight containers
	· bags appear slack

· containers not as heavy as normal when lifted

· random sample weighing of bags and containers indicates short-weight
	· If bulk shipments, increase vigilance of bagging operation at port. 

· Increase security in storage areas and during transport.


	· Repackage or assign a new weight to the containers.

· Prepare Loss and Adjustment Reports; enter transactions on stack cards and warehouse inventory ledgers.

	Leaking, split, broken or torn bags or containers
	· goods or commodity spilled in transport vehicle

· commodity spills from containers during unloading

· torn bags or containers dented or crumpled
	· Handle properly; do not throw, stack too high or use hooks.

· Lift bags by the body instead of corners.
	· Repackage partial bags or containers.  Inspect sweepings; repackage or, if commodity declared unfit for human consumption, dispose.

· Prepare Loss and Adjustment Reports; enter transactions on stack cards and warehouse inventory ledgers.

	Wet, stained or moldy bags or containers
	· containers wet to the touch or dripping

· containers discolored 

· unusual smell (moldy or chemical)

· caking of commodity
	· Ship in waterproof holds or in adequately sealed cargo containers.  

· Keep under cover when stored outside.

· Transport using tarpaulins.

· Insure adequate air circulation.

· Do not store past expiration date on container.  

· Avoid water damage by repairing leaky roofs.  In the interim, cover stacks with plastic.
	· Commodity dampened by rain may be dried and repackaged.  Inspect and repackage good commodity; dispose commodity declared unfit for human consumption. 

· Prepare Loss and Adjustment Reports; enter transactions on stack cards and warehouse inventory ledgers.

	Bulging or rusted tins
	· rust on outside of container, especially near seams and lids

· shape of container distorted
	· Do not store in direct sunlight.

· Do not store past expiration date on container or longer than four months.
	· Inspect and repackage good commodity; dispose commodity declared unfit for human consumption.

· Prepare Loss and Adjustment Reports; enter transactions on stack cards and warehouse inventory ledgers.


	Type of damage
	Evidence of damage
	Methods of control
	Action necessary

	Rodent or bird infestation
	· rodents or birds present

· excrement on the floor or stacks

· gnawed bags or containers

· footprints in dust

· nests present
	· Keep both outside and the inside of warehouse clean and free of debris.

· Close holes or openings in walls, floors and ceilings.  If possible place screens over windows and ventilation openings.

· Set traps along interior walls, on each side of every exterior door, and in rafters. 

· Cats are effective in controlling rodents but ensure that no or traps or poisons are accessible to them.
	· Inspect and repackage good commodity; dispose commodity declared unfit for human consumption.

· Prepare Loss and Adjustment Reports; enter transactions on stack cards and warehouse inventory ledgers.

	Insect or moth infestation
	· flying insects

· live or dead insects or larvae on the floor

· traces of insects or larva in dust

· webs or cocoons between bags or in seams

· grain bags have small holes and excessive dust

· noise heard inside the bag

· irregular holes in the grain or beans

· strong odor
	· Keep both outside and the inside of warehouse clean and free of debris.

· Fumigate empty warehouse before receiving commodities.

· Establish and implement a regular fumigation schedule.


	· Inspect and fumigate as necessary; dispose commodity declared unfit for human consumption.

· Prepare Loss and Adjustment Reports; enter transactions on stack cards and warehouse inventory ledgers.

	Spillage 
	· loose commodity on warehouse floor


	· Lift bags by the body instead of corners.

· Avoid moving stock before dispatch.

· Supervise repackaging process.
	· Inspect and repackage good commodity; dispose commodity declared unfit for human consumption.

· Prepare Loss and Adjustment Reports; enter transactions on stack cards and warehouse inventory ledgers.


Pest Control

Rodent Control Methods
The primary method of rodent control is cleaning.  Ensure the warehouse and compound are free from any hiding places or edible materials that attract rodents.

· Snap Traps can be used inside a warehouse but the must be given daily attention to be effective.

· Multiple-Catch Traps can also be used inside a warehouse.  They hold up to 30 mice but some require winding.  All require weekly inspection.

· Glue boards can be distributed among the stacks. They must be inspected frequently, to be certain that they are fresh and effective. To increase effectiveness, place under a box with openings at each end (to create a tunnel).  This will protect glue boards from clogging with dust and attract rodents in search of shelter. 
· For exterior use only! Bait Stations containing fresh anti-coagulant poison can be placed around the periphery of the compound at 30 meter (100 feet) intervals.  They may also be used around the exterior of the warehouse at a spacing of 15 meters (50 feet) apart.  Bait stations must be kept filled with fresh bait to be effective.  Check them at least twice monthly; more frequently in humid or damp conditions where bait may become wet, moldy, or infested with insects.

· For exterior use only! Tracking Powder can be used in limited areas to identify where / how rodents are entering the warehouse.

Insect Control Methods
It is outside the scope of this Manual to provide a detailed discussion of the principles and procedures of insect control
.  Instead, this section is intended to provide an overview of the common fumigation methods and the safety guidelines that apply to all methods.

Fumigation is the use of a gas to kill insects and rodents.  The purpose of fumigation is to destroy all stages of insects present in the material to be treated.  An atmosphere that is toxic to insects will also kill rodents or other forms of animal life.  Fumigants, in contrast to other pesticides, are capable of diffusing and penetrating tightly-packed materials and can reach pests even inside grain kernels.  Fumigation will not, however, eliminate mold or bacteria.  Also, because there is no residual kill, insects or rodents may re-contaminate the commodity immediately after fumigation. 

· Fumigation carried out under gas- proof sheets (which retain fumigant vapors) is the most common technique used to treat bagged beans, grain or other commodities inside the warehouse.  For successful fumigation, sheets must be carefully sealed to each other (for example with tape) and to the floor (preferably with sandbags) to keep fumigant leakage to a minimum.  The principal fumigants used are methyl bromide and phosphine.

· Fogging or misting is the application of smoke or fog containing insecticide in an enclosed warehouse.  This method is especially effective against flying or migratory insects.  Treatment should be applied at a time of day when insects are most active, generally at dusk.  To achieve effective control, all doors, windows and openings in the warehouse must be sealed.   Fogging or misting is often repeated at frequent intervals. 

· Residual or fabric spraying is applied in an empty warehouse prior to receipt of commodities for storage.  Before spraying, thorough cleaning of the warehouse should be carried out. Before spraying, the interior of the warehouse must be thoroughly cleaned and all debris removed.

· Contact insecticide sprays are applied to the external surfaces of stacked goods and will leave a residue that continues to kill insects that contact it.  The effective life of the residue depends on many things, including type of insecticide, surface to which it is applied, temperature, and humidity.  Contact insecticide sprays must not be used on bags of commodity!  Again, before spraying, a thorough cleaning of the stack must be carried out to ensure effective control.

Guidelines for Using Pesticides

Due to the extreme toxicity of many pesticides, the utmost caution must be taken during their handling and administration.  

· READ THE MANUFACTURER'S LABEL BEFORE USING PESTICIDES AND FOLLOW ALL INSTRUCTIONS
· Laborers must wear protective clothing (apron and gloves) when handling or working with pesticides; gas masks or respirators must also be used when working with fumigants.

· Following any handling or use of pesticides, wash hands thoroughly.  Do not smoke, eat or drinking until wash-up is complete.

· Hire licensed fumigators, whenever possible.

· Always try to discover and eliminate the source of the problem/infestation.
· Pesticides are most useful when used with stack rotation and thorough cleaning.  Nothing takes the place of cleanliness.

· Establish a schedule for regular fumigation of commodity (if applicable) that will be stored for long periods of time.  If any indication or symptoms of is infestation found between regularly scheduled fumigations, an additional treatment must be promptly applied.
· Fumigation generally requires 3 to 5 days for the chemicals to work and the commodity to detoxify.  Gas-proof sheets must remain sealed during this time, so plan well to ensure distributions are not affected.
· Post warning signs on sealed stacks to ensure sheets are not removed prematurely.
· When removing gas-proof sheets, open all doors and windows and run exhaust fans.
· The amount of fumigant used must be determined by the quantity (weight) of commodity to be treated.

· Record fumigation date and name and quantity of chemical used on treated stack cards. 

Repackaging / Reconstitution
Repackaging involves taking commodities from damaged packages (bags, cartons or containers) and filling new ones to the standard weight specified on the Bill of Lading.  For NFI, repackaging involves taking goods from damaged packages and filling new ones with the number of pieces or items per unit specified on the waybill or invoice.

In this Manual the terms repackaging and reconstitution are used interchangeably.
Minimum Standards

· Commodities in damaged containers are salvaged as far as possible, i.e. repackaged or the containers repaired.  
· A Country Office policy specifies who can approve the repackaging of damaged inventory.

· For repackaging or constitution of small amounts this may be the warehouse manager or storekeeper.  
· When costs exceed US$200, the project manager or a more senior manager should be designated.

Procedures

1. Maintain a supply of clean empty bags, cartons or containers appropriate for the type of inventory commonly held.

· Commodity bags or containers recuperated from distributions must be thoroughly cleaned and neatly stacked before reuse.  
· Containers purchased locally or obtained from the donor at the time goods are shipped must have the same donor markings as the original.  
· If marking the new bags or containers will be costly, request the donor to waive this requirement.  
· Materials for stitching (needles, thread) or taping and adequate labor must also be available.

2. To prevent further loss and facilitate damage claims against responsible parties, repackage inventory as soon as possible after the damage has been discovered.  
· To the extent possible, repackage inventory which arrives in damaged packages upon receipt and include the repackaging information in the Remarks section of the waybill.
· If the cost of repackaging damaged US government commodities are above US$ 500, seek prior approval from the U.S. Agricultural Counselor or Attaché (for Section 416 food) or from USAID or the Diplomatic Post (for PL-480 Title II & III food).  To avoid delays in repackaging infested food that may damage other food, CARE may request a waiver from USAID or USDA.  
3. Obtain written approval for repacking from an authorized staff member, as applicable per Country Office policy. 

4. To avoid any possible misappropriation, ensure repackaging is undertaken in the presence of at least two persons not directly responsible for handling inventory, i.e. non-warehouse personnel.
5. Closely monitor repackaging activities to ensure quality work and to detect and correct any faulty packaging.  Consider enforcing penalties for unacceptable work practices or offering incentives for high quality work.  
· Repair / repackage bagged commodity by stitching or taping torn bags, placing the damaged bag inside a new bag, or rebagging entirely.

· Bagged commodity infested with insects or other matter should be passed through a sieve to separate out dust, debris and partially consumed food before repackaging. 
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· Repackage oil by emptying the contents of damaged tins into clean containers (often plastic Gerry cans).

· Weigh all repackaged commodity to ensure the new bags, cartons or containers have been filled to the standard weight of the original package as stated on the original Bill of Lading.  

· Any commodity spilled on the floor or on the ground during repackaging which may be unfit for human consumption must be accounted for and disposed of as described below.

6. Create separate stacks by shipment number in the warehouse for repackaged inventory.  Inventory recordkeeping requirements for these damaged packages must be the same as those for undamaged inventory.
7. Maintain a full and complete inventory of all original packaging.  Losses can only be determined if all original bags, cartons or containers are accounted for.  

8. Losses after repackaging commodity are calculated by subtracting the weight of the repackaged bags, cartons or containers from the original weight of all the packages if no damages had occurred.  For NFI, losses are calculated by subtracting the total full and partial units of repackaged goods from the total number of units stated on the waybill or invoice.
9. Complete a Repackaging / Reconstruction of Food Commodities Certificate (as appropriate). 
10. Complete a Loss and Adjustment Report, detailing the amount lost during repackaging, and if applicable, any amount that was declared unfit.  Ensure the waybill number is referenced on the Loss and Adjustment Report as this document will be the basis for the claim against the transporter (if appropriate).

11. Use the Loss and Adjustment Report to make adjustments to balances recorded in the warehouse inventory ledgers.
12. Ensure that all damaged and unfit commodities are disposed off within the shortest period of time, per procedures described in this Manual.
Commodity Unfit for Human Consumption
Minimum Standards
· All suspect commodities are immediately inspected by qualified inspectors.  
· Commodities certified unfit for human consumption are disposed of in accordance with clearly defined procedures and national public health regulations.  
· Recycling of unfit commodities into the market is avoided.

Procedures

1. Segregate suspect commodity from other stock immediately to avoid potential contamination or infestation of the good stock.

2. Immediately notify a government official and request an inspection and analysis.  Normally only a public health inspector or an authorized laboratory can declare food to be unfit for human consumption.  If no health inspector is available, an independent chemist or private laboratory may be contracted by CARE to analyze the suspect commodity.
3. Prepare samples for inspection on site or for forwarding to the independent chemist or laboratory.  Samples for analysis must be: 

· Representative of the total suspect quantity

· Identified by shipment of origin

· Sealed to protect the integrity of the sample

4. The public health inspector or an authorized laboratory submits to CARE a written chemical analysis report.

· If inspected commodity is certified for human consumption, treat it as repackaged commodity (as described above).

· If inspected commodity is declared unfit for human consumption, the public health inspector or authorized laboratory completes a Declaration of Unfit Food. 

5. If commodity is certified for purposes other than human consumption, it should be sold for the most appropriate use (e.g. animal feed, fertilizer, or industrial use) at the highest obtainable price, or donated to a charitable organization or governmental agency for use as animal feed or for other nonfood use. 

· Notify donor of proposed method of disposal of unfit commodity and request approval.  If donor does not respond within 15 days, dispose of the commodity as notified and inform the donor of the action.  

· Coordinate the tendering process for sale of unfit commodity with finance and procurement staff in accordance with CARE Procurement policies.
· Investigate program(s) which use unfit food before agreeing to the donation to ensure the food will only be used for animal feed or fertilizer.
· To reduce the likelihood of unfit commodity being resold as good commodity, require the purchaser/receiver to collect the commodity from CARE in bulk and to use their own containers for later repackaging.  If not possible, obliterated, remove or cross out all donor markings on containers before commodity is collected by purchaser/receiver.

· Complete waybill and ensure the Receipt Information section is signed by the person purchasing or receiving the unfit commodity.

· Follow all CARE Finance policies and donor regulations when receiving and distributing proceeds from the sale.

[image: image15]
6. If the commodity is unfit for any use or if sale/donation is not possible, it must be destroyed in such manner as to prevent its use for any purpose. 
· For commodities valued at US$500 or more, request permission of the donor before destroying commodity.  Include in the request the kind and amount of commodities that will be destroyed, the manner of destruction (e.g. burning or burying), the representative(s) of local authorities who will witness the destruction, and the date when the commodities will be destroyed.

· Ensure that all unfit commodities are disposed off within the shortest period of time possible.  If the donor does not respond to a request for permission within 15 days, dispose of the commodities in the manner described in the request and inform the donor of the action taken.
· Disposal should be done far away from affected population centers or from regular population settlements and care must be taken to ensure disposal does not cause harm to the environment or contaminate water sources in the vicinity.   Make every effort to ensure the local population understands that the food cannot be consumed by animals or humans and that disposal is as discrete as possible.
· Complete the Receipt Information section of the waybill and ensure it is signed by the warehouse manager and independent person(s) witnessing the destruction. (The Dispatch section of the waybill will have been completed when the commodity was removed from the warehouse.)
· Complete a Certificate of Destruction.  File one copy with the related Loss and Adjustment Report maintained by warehouse manager and another in the files maintained by the appropriate finance inventory accountant.

· Provide the donor with a written report stating the exact quantity of the damaged commodity disposed of and the manner in which the commodities were destroyed.
7. Commodity declared unfit for human consumption is considered a loss.  Complete a Loss and Adjustment Report and subsequently record on the warehouse and commodity inventory ledgers.   The waybill and the authorized Loss and Adjustment Report are the support documents for removing the unfit food from warehouse inventories.

Disposal of Empty Bags or Containers

Minimum Standard
· The same principles and guidelines for managing goods and commodities described in this Manual apply to empty bags and containers.  Ensure controls are in place to account for every empty bags and container.  
Guidelines
Consider the following to determine if the benefits of selling empty bags or containers exceed the costs.
· Value:  In some countries empty commodity bags have a relatively high value, while in others the value is nominal.  The value of a vegetable oil container may be equal to 1/3 of the value of the oil.

· Costs associated with potential sale:  Costs will include transport of bags and containers to a central store, labor, advertising, management, and inventory recordkeeping.

· Distance from a viable market:  This will affect the likelihood that potential buyers will come to warehouses to collect the empty bags or containers.

· Potential impact of sale on local production of bags or containers.
· Experience of staff to manage sales.
· Donor requirements and necessary agreements.
In the event of a sale:

· Retain some empty containers for future repackaging of commodities.

· Use paint or a marker to obliterate donor markings on the bags or containers before sale.  If it is not feasible to obliterate the markings, notify the donor and obtain an agreement in writing detailing how to proceed.

· Coordinate a tendering process with finance and procurement staff in accordance with CARE Procurement policies.

· Require the buyer to take the entire lot for sale rather that to select some containers and reject others.

· Deduct the costs incurred in selling the bags and containers from sales proceeds.  Country Offices and counterparts, as applicable, must follow all CARE Finance policies when receiving and distributing proceeds received from the sale of empty containers.

Warehouse Reception
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Minimum Standards
· Only those individuals designated by senior management authorize the receipt of inventory.  Such receipt is authorized by signature on the receiving waybill.  
· Individuals authorizing receipt of inventory through signature of a waybill are held responsible for the entire quantity stated on the waybill, regardless of the actual quantity and quality of items received.

Procedures
Pre-Arrival Preparation
1. Schedule warehouse receipts and dispatches for different days to avoid confusion and potential losses.  If absolutely necessary - and the warehouse has entrances on two sides - delivery trucks may use one entrance while the other entrance is being used to dispatch goods.

2. Clean the loading dock and the area where the inventory will be stored.  Sweep the ceiling, beams, walls and floors.  Wash surfaces, if necessary and water is available.
3. Fumigate the warehouse if necessary.
4. Layout sufficient storage space using chalk or paint to mark stack location on the warehouse floor.  See Establish Warehouse Capacity Needs in the Planning section and Warehouse Space Utilization in the Annex to calculate the total floor area of storage required.  Also refer to the ‘Stacking’ section below.
5. Ensure pallets to be used are clean, level, and free of projecting nails or splinters.  
· It is essential to keeping commodity off the floor. 
· When pallets are not available (such as at the beginning of an emergency operation) place commodity on wooden planks, round pole dunnage, woven mats or plastic sheeting.

6. Ensure adequate numbers of staff are available for offloading to avoid paying waiting charges to transporters.  Employ temporary, casual or daily laborers when large quantities of inventory are received (or dispatched) from a warehouse. 

7. Ensure all staff and/or laborers who will be involved in offloading are well trained in handling and stacking procedures, and they able to identify damaged packages or evidence of infestation.

8. Calibrate scales for weighing commodity, if applicable.  Always document calibration!

Arrival
9. Make trucks line up to off-load one at a time.

10. If possible, enter truck into warehouse to reduces potential handling losses and allow inventory to be offloaded directly onto stacks.

11. Inspect trucks to ensure cargo has been properly covered or otherwise protected from the weather and that it was not stacked too high.  If the inspection indicates non-food items of poor quality, refuse the delivery.  It is easier to request the exchange of products at this stage.

12. Check the completeness of the waybill and all other required documentation, e.g. delivery note.  (See the ‘Special Cases’ section below for inventory that has been transported by air.)  Verify consistency of items stated on the waybill with those stated on the corresponding purchase order or dispatch notice.

Off-loading
13. Do not off-load bags or cartons in the rain unless trucks can be parked inside the warehouse or under a covered loading dock.
14. Ensure the warehouse manager is present to supervise the off-loading and observe the condition of the cargo.
15. Ensure transporter is present to observe the entire off-loading process.
16. Count bags, containers or cartons by type as they are removed from the truck.  Record a running total of items off-loaded on Receipt and Dispatch Tally Sheets.  For very small deliveries, the warehouse manager may perform this function.  For large shipments, a ‘tally clerk’ should be assigned.  File all tally sheets with other documents pertaining to the shipment.


17. Lift and carry bags and containers; do not throw or drag them.  Place them on the loading docks or warehouse floor for inspection or directly onto stacks in the warehouses.  (See ‘Stacking’ section below.)
18. Watch closely for any signs of damaged packaging or suspected insect infestation and immediately segregated the damaged or suspect items.  (Refer to Controlling Inventory Damage in the ‘Inspections’ section above for details on the evidence of damage to look for and actions to take.

19. Watch closely for any signs of bags or containers suspected of being more than 2 percent below or above the unit weight stated on the waybill.  Immediately segregate the suspect items.

20. For commodity: weigh a random sample of all bags and containers.   Also weigh all bags or containers suspected of being more than 2 percent below or above the unit weight stated on the waybill.  Document all under- or overweight units on the waybill, warehouse ledger and a Loss and Adjustment Report.  Repackage as soon as possible (preferably before signing the waybill) to ensure as many units of the proper weight as possible.
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21. Closely monitor the stacking process.  (See the following section for stacking procedures).
22. Physically count the stacks when they are completed.

23. After all stacking is complete, reconcile the physical count with the tally sheets from off-loading and the dispatch information on the waybill.
24. Notify the transporter of any discrepancy between waybill amount and tally sheet(s) total.
Acknowledging Receipt 
25. Fully complete the ‘Receipt Information’ section of the waybill.  Note any discrepancies between the amount dispatched and the tally sheet(s) total.  It will be difficult if not impossible to later hold a transporter liable for any losses not acknowledged at the time the waybill was signed.
26. If goods or commodities were delivered with a non-CARE waybill, write any required information that is missing (see the ‘Waybill’ section above) onto the waybill and initial these additions.  Failure to write complete information exposes the receiver to liability for the value of all losses.

27. To the extent possible, repackage inventory which arrives in damaged packages so that the total number of resulting full units can be included in the ‘Received in Good Condition’ section of the waybill.  In the ‘Remarks’ section, note the number of original units damaged, the type of damage, and the number of resulting repackaged units.

28. If a large quantity inventory arrives damaged and the transporter cannot wait for the repackaging, enter the number of units damaged and their total weight in the ‘Received in Damaged Condition’ section.  In the ‘Remarks’ section, note that repackaging (and, if appropriate, analysis of suspected unfit food) will take place at a later date.  The transporter will be notified of losses, and the value of those losses will be subtracted from the transporter’s invoice.
29. If a larger quantity is delivered than is stated on the waybill, include the excess amount in the ‘Received in Good Condition’ section of the waybill.

30. If the transporter does not agree with the quantity and/or condition of items off-loaded, the transporter is required to write any differences in the Remarks section of the waybill.  If the transporter does not write anything in the Remarks section of the waybill, he can be held responsible for any losses from this delivery.

31. Both the receiver and the transporter sign the waybill.

32. The transporter’s signature acknowledges delivery of the same quantity and condition of inventory as the person responsible for receipt.  If the transporter does not agree with the receiver’s information, he should not sign the waybill.

Recordkeeping and Reporting

33. Prepare warehouse stack (or bin) cards for new stacks or update stack cards for any additions to existing stacks.

34. Prepare warehouse inventory ledger(s) for new items, shipments, or donors, etc.  Update ledgers for any additions to existing stock.

35. Prepare Loss and Adjustment Report(s) as needed.
36. Prepare a Repackaging / Reconstitution of Food Commodities Certificate (if applicable) to support the LAR preparation.

37. Prepare a Daily Warehouse Report.
38. Send appropriate receiving documents to the sender.
39. Maintain separate files for Receipt documents and Dispatch documents.
Special Cases
If for any reason it is necessary to return the inventory to the dispatch location, rather than receive it:

· Complete the ‘Receipt Information’ section of the waybill from the sender.

· Write in the ‘Remarks’ section of this waybill the quantity of items being returned, their condition, and the reason(s) for the return.

· Do not return a copy of this waybill to the original dispatching warehouse.

· Prepare a new waybill
 to document the dispatch (return) of the items back to the dispatching warehouse. This new waybill should reference the original waybill number.

· The new waybill accompanies the transporter back to the original dispatch location.

· File the copy of the original waybill from the sender along with the new waybill.

If the inventory being received was previously dispatched from the warehouse but refused at destination site:
· Sign the receipt section of the receiver’s waybill (or letter) along with the transporter.

· Attach the receiver’s new waybill or letter to the original waybill (when the items were dispatched from your warehouse).  The receiver’s waybill or letter becomes the support document for the return.
· If inventory is not returned to the original dispatching warehouse until after the original dispatching waybill was returned by the transporter, the transporter must submit this waybill for payment.  The receiver’s new waybill should be attached to the copy of the original dispatching waybill on file with the finance inventory accountant in the Country Office. 


If inventory is being airlifted, for example during emergency response:

· CARE staff arranging the airlift must send flight schedules to the receiving warehouse in advance.

· CARE staff at the airfield physically count and verify condition of items that arrive and complete the Receipt Information section of the airway bill.

· Goods or commodities are loaded onto transport to the receiving warehouse.

· CARE staff at the airfield complete the Dispatch section of a new waybill(s) to document the transport of the goods or commodity from the airfield to the receiving warehouse.

· The waybill is signed by the CARE staff member preparing the waybill and the transporter.

· The airway bill is attached to the CARE waybill.

· Reception at the warehouse is treated as described above.

· Both the airway bill and the flight schedule information are filed along with the CARE waybill issued at the airfield.
Forecasting

The regular tracking and forecasting of stock levels along the supply chain should highlight anticipated shortfalls or problems in time for solutions to be found.  If possible, the receiving end of the supply chain should call-forward inventory such that it is pulled down the channel, rather than pushed down the channel.  This way, the amount of stock in storage at secondary warehouses or field sites, and related storage capacity requirements, can be kept to a minimum.  
In such a case:
· The receiving end prepares a Pipeline Analysis (described in the Planning chapter of this Manual) to determine stocks on hand, anticipated receipts and dispatches during a designated period, and the quantities of inventory that needs to be ordered to keep the warehouse (or distribution site stores) adequately stocked to meet program needs.

· Depending on the nature and scope of the program, pipeline analyses may be prepared daily, weekly or quarterly.

· The pipeline analysis is sent to the Program Manager or Logistics Coordinator for approval.

· The Program Manager or Logistics Coordinator prepares a Dispatch Authorization and sends to the warehouse “up the channel”, i.e. the secondary or primary warehouse supplying the receiving warehouse.

Stacking

Minimum Standards

· The warehouse manager or storekeeper ensures inventory is stacked properly.
· Separate stacks are maintained for each of the following:

· type of commodity or non-food item

· shipment number (even if the type of commodity of NFI is the same)

· donor (even if the type of commodity of NFI is the same)

· packaging (if a commodity or NFI is provided in different types or sizes of packages)

· expiration date (for perishable items)

· Separate stacks, located well away from good inventory, are also maintained for:

· damaged goods awaiting repackaging

· repackaged goods

· commodity suspected or declared to be unfit for human consumption

· Food commodities are never stored with chemicals of any kind (including cement).

· Drugs and medical supplies are stored in a separate building or room and they are under the responsibility of a pharmacist or other medical personnel.

· Fuel and spare parts for vehicles are stored in a separate building.

Procedures

1. Block stacking, with the same number of units in each stack, is the norm.  Allow sufficient space around the stacks for loading and unloading, inspecting, fumigating and counting.  Stacks should be one (1) meter from the walls, with a two meter (if possible) passage between stacks.  A five (5) to six (6) meter passages is required in a large warehouse where the entry of trucks has been authorized.

2. Ensure easy access to stacks of items that have been stored the longest so that they will be dispatched first.

3. Locate items with the highest turnover in the most accessible locations.

4. Verify pallets have no protruding nails or splinters that could damage inventory.

	5. Set the first layer of the stack carefully on the pallets as this layer is fundamental for maintaining uniform, stable stacks.
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Bottom layer as seen from above


6. Place bagged commodity such that the "open end" seam is to the inside of the stack.  If any spillage from a sack occurs, then the commodities will fall inside the stack, and not on the warehouse floor.
7. Place cartons or tins of oil in their upright position.

	8. Line up bags or containers with the edge of the pallet.  Ensure the sides of the sides of stack are flush.
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	9. Bond or interlace (orient each layer at right angles to the layer below) layers to prevent stack from shifting and falling.


10. Place the same number of items on each level to make counting easy.

11. Maximum stack height depends on the item and its packaging.  See Volume and Stacking Height of Common Items in the Planning chapter for details.  In general,

· A two (2) meter stacking height is appropriate for the majority of items.  

· Stacking over 3 meters for any item is dangerous.  Stacks may become unstable as or items in the bottom layers may be crushed.  

· Do not stack bags of grain or processed commodity higher than 25 layers

· Do not stack containers of oil higher than 10 layers.  

· Leave at least one meter of circulation space between the top of the stack and the eaves of the warehouse roof.  
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12. Complete stack cards and pin to stacks.  Each stack must have its own stack card.   Stack cards record the receipt and dispatches of inventory on and off the stack and allow the warehouse manager to assess balances quickly without having to physically count.  
· If there is more than one stack for a single commodity/shipment/donor, stacks (and stack cards) should be numbered.
The figure below illustrates an example of a well constructed stack of bagged commodity which is also used as a staircase to easily put food on and take it off.
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Open Storage

During emergency operations, if no warehousing structures are present or existing warehouse structures are full, ‘open storage’ (or storage outside) may be necessary.  Open storage is only acceptable for a short period, or for a one-time distribution.  CARE managers of open storage must account for receipts and dispatches, report losses, and maintain inventory ledgers as if the items were stored in a building

If open storage must be used, the following guidelines apply.
· Select a location on a slope or high ground that provides for drainage in rainy weather.  The ground should be firm and the site should be in a visible spot where any unauthorized activity can be easily observed.

· Ensure outdoor storage is as secure as possible.  Protect stacks from theft by using a fence and/or employing 24-hour security guards.

· Give preference to non-food items over food commodities.  Non-food items are not as susceptible to water damage and spoilage as are food commodities.  One may have to move non-food items from the warehouse to outdoor storage to make room for food commodities being received.

· For food commodities, give preference to vegetable oil.  While vegetable oil is among the highest value food commodities, it is packed in tins, jerry cans, or drums, and as such, will not spoil if wet due to rain. 

· Never place flour, blended food, milk powder or canned items in open storage.

· Use pallets, gravel, sand or dunnage (loose material) to raise stock at least 4 inches off the ground.

· Place polythene/PVC sheeting or a tarpaulin between the pallets and first layer to mitigate against ground moisture. Turn this sheet up and tuck it in between the third (3rd) and fourth (4th) layers.

· Stack goods in uniform, countable stacks.

· Complete stack cards and keep them up-to-date.

· Cover each stack with plastic sheeting, protecting tops and sides.  Lash sheeting securely with rope and cover with stones to prevent it from blowing off due to high winds.

· Dig drainage canals around the stacks to prevent water accumulation. 

· Remove the top plastic sheeting regularly for ventilation.

· Conduct daily physical inventories and reconcile with inventory ledgers.

· For small volumes, 20 or 40 feet containers may be an alternative to open storage as they provide a strong and waterproof structure. They are easy to secure and to transport.  On the negative side, ventilation in containers is poor leading to high temperatures and humidity.  A weightless roof constructed above the container can somewhat reduce the temperature due to sunlight.
Dispatch
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Minimum Standards

· To ensure segregation of duties and adequate controls over inventory are in place, warehouse managers never determine where inventory will be sent or arrange for its dispatch on their own.   Only those individuals designated by senior management authorize the dispatch of inventory.
· Inventory is never dispatched from an enclosed warehouse without a properly authorized Dispatch Authorization and a signed waybill.  Specimen signatures of those authorized to sign a Dispatch Authorization are on file in every warehouse. 

· Specimen signatures (and photograph if possible) of individuals authorized to receive inventory at another warehouse, a store at a distribution site, or a distribution site itself are on file at the dispatching warehouse
Types of Dispatch
	Type of Dispatch
	Notes
	Waybill Prepared By:

	Transport to another CARE or counterpart warehouse.
	
	Authorized warehouse manager

	Distribution to program recipients.  
	· Includes dispatch to stores at distribution sites and directly to recipients at sites, as well as direct distribution from warehouse to recipients.
	Program or logistics department.

	Loan or transfer to another organization (such as an NGO or the World Food Program) or another CARE or counterpart project.  
	· Requires donor approval and written loan agreement.

· Only the CD, ACD or authorized managers in the program department can make decisions to loan inventory.

· Loans will be repaid from future stock; transferred inventory is not repaid.
	Program or logistics department OR the receiving organization, depending on who organizes transport.

	Repayment of a loan where inventory previously borrowed by CARE is repaid.
	· Only the CD, ACD or authorized managers in the program department can make decisions about repaying loans.

· Repayment procedures must be stipulated in donor approved loan agreement.
	Program or logistics department.

	Sale, donation or destruction after being declared unfit for human consumption.
	· Requires approved LAR.
	Program or logistics department.


Procedures
Pre-Dispatch Preparation

1. Upon receipt of a Dispatch Authorization, verify authorizing signature (i.e. compare signature with specimen signature on file).  Investigate and document all cases where signatures do not match.

2. Verify sufficient transport and storage space at the receiving end are available to transport/receive entire allocation stipulated on the Dispatch Authorization.  If not, develop a plan to dispatch allocation over several days. 

3. Determine which stack(s) in the warehouse contain the inventory to be dispatched.  Dispatch inventory according to the FIFO (First In First Out) method where items that were received first are dispatched first, except in the following cases:
· Reconstituted and damaged commodity:  If there is a risk of spoilage or re-infestation, warehouse managers may dispatch commodity which has been infested and fumigated before other commodity that arrived earlier but has not been infested.

· Inventory (such as drugs) with an expiration date:  Warehouse managers may dispatch items that are close to their expiration date before other items that arrived earlier yet have a longer time remaining before their expiration date.

· Commodity with a shorter shelf life:  In general, milled or processed cereals have a shorter shelf life than whole grains.  Whenever possible, commodity with a shorter shelf life should be dispatched first.

4. Ensure that stacks are accessible for loading.

5. Contract sufficient day laborers (if necessary) to load inventory for dispatch.

6. To reduce handling charges and potential damages, load inventory directly from the stacks to the trucks whenever possible.  In cases where several items must be assembled into kits, or where one truck will be making distributions of different quantities to multiple sites, assemble the kits and / or place appropriate quantities of inventory for each site in a separate pile on the warehouse floor in advance of truck arrival.

Arrival of Trucks
13. As trucks enter the warehouse compound, record registration numbers and issue every driver a gate pass indicating quantity of cargo that will be loaded, and warehouse loading dock (if applicable).

14. Prepare ‘Dispatch Information’ section of waybill(s).  At least one waybill is required for each truck.  If a truck is making distributions at several sites, one waybill is required for each site.  If the truck will be distributing several different items, one waybill is required for each separate item.  (Procedures for use and control of pre-numbered and pre-printed waybills are discussed in the ‘Waybill’ section of this chapter.)
Loading

15. Ensure trucks line up to load one at a time.

16. For trucks carrying inventory to multiple locations, load first the items which will be delivered last.

17. Count the units of inventory - by type - as they are loaded onto the trucks.  Record a running total of the count on a tally sheet.  Transporters should simultaneously conduct their own count.

18. Inspect all items as they are loaded onto the truck.  Segregate any (as necessary) for eventual repackaging, fumigation or disposal.  Never knowingly dispatch damaged inventory.

19. For commodity: weigh a random sample of all bags and containers.  Also weigh all bags or containers suspected of being more than 2 percent below or above the unit weight stated on the stack card.  Never dispatch under- or overweight bags or containers.  Instead:

· Segregate units 

· Prepare a Loss and Adjustment Report, 
· Determine how units were allowed onto the stacks and take appropriate action to prevent reoccurrence. 
· Repackage as soon as possible and record on the warehouse ledger.

20. Verify the tally (physical count) of items loaded on the truck matches the information on the Dispatch Authorization, the information on the waybill, and the transporter’s count.  Resolve any difference in the count prior to signing the waybill.

21. Ensure that the receiving location on the waybill matches the receiving location / destination on the Dispatch Authorization.

22. Inspect trucks to ensure inventory has been properly covered or otherwise protected from the weather and that it is not stacked too high.  Correct if necessary.

23. Tick off the registration number from list recorded when truck entered compound.

24. Obtain the signature of the transporter on the waybill.

25. Sign the waybill.

26. Provide transporter with information on authorized receiver(s).

27. Sign the driver’s gate pass.  The transporter must return the signed gate pass to the security guard at the gate upon leaving the compound.

Documenting Dispatch
28. Complete the date of dispatch, waybill number, total number of units dispatched, and allocation balance section on the Dispatch Authorization.

29. Provide all receiving points with a copy of the Dispatch Authorization for that particular destination.  The receiving points should compare it with their records to make sure that each consignment was received.

30. Route the waybills as described in the Waybill section of this chapter.

31. Maintain records of way bills issued.  When a copy of the waybill signed by the receiver is returned to the warehouse (as proof of delivery), compare receiver’s signature to specimen on file and investigate any discrepancies.  Maintain separate files for Receipt documents and Dispatch documents.
32. Complete a physical count of the stacks from which inventory was taken.  Document and reconcile any differences.

33. Update stack / bin cards and warehouse inventory ledgers with dispatch information.
Direct Dispatch

If an immediate or next-day distribution is planned at a particular site, and a truck arrives at the warehouse loaded with the goods or commodity for that distribution, the truck may be "checked-in" and "checked-out" without physically unloading.  This practice violates the warehousing principle of First In - First Out, but saves on handling.  It is generally only used when current storage is full.

Ensure the security of the cargo on the truck while stationed at the warehouse.

Record the way-bill details in the inventory ledger.

Complete the Dispatch section of a new way bill to account for the movement from the warehouse to the distribution site.

After tallying (physically counting) goods or commodities as they are offloaded at the distribution site, the receiver completes the Receipt section of both way bills (i.e. the one that the truck brought with it and the one issued from the warehouse at which it was directly dispatched.

Dispatch from Airfields

CARE staff at the airfield must physically count and verify condition of items that arrive at an airfield via an overland transporter and complete the Receipt Information section of the CARE waybill.

When cargo is loaded onto the airplane, the airline prepares an airway bill.  
The airway bill is signed by the CARE staff at the receiving warehouse.
Control and Reporting
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Physical Inventory Count

Physical counts of warehouse stock are the true inventory and each time a count is taken the ledger balances must be reconciled with this count.  If there are differences between the count and the warehouse ledger balance, reasons for these differences must be stated on a Loss and Adjustment Report.  If the physical counts and ledgers do not reconcile and there is no justifiable reason for discrepancies, the person responsible for maintaining the warehouse keys will be held liable for the value of any differences.

Minimum Standards

· A monthly physical inventory count is conducted by warehouse staff in preparation for the monthly inventory or Commodity Status Report.  The monthly physical count is approved by the project manager.

· An independent physical count of ALL inventory is conducted quarterly by staff without custodial responsibility of the stock or responsibility for maintaining the warehouse ledgers (e.g. project manager, administration staff, staff from other projects or agencies).  The results of independent quarterly counts are presented to the finance inventory accountant who reconciles the physical inventory with the financial inventory ledger balances.  The reconciliation is then reviewed and approved by the Financial Controller.

· One quarterly independent physical inventory count is accurate as of 30 June and is used to adjust inventory revenue and expense for year-end audited financial report.  If completed prior to 30 June, the warehouse manager adjusts the count to reflect receipts or dispatches that took place between the day of the count and 30 June.

· Random spot visits and physical counts are conducted by project management staff without prior notice to warehouse staff.
Procedures

Monthly physical counts should be completed on the final working day of each month.
To prevent possible diversion, conduct physical counts on the same day at all warehouses.  
The following page illustrates the physical counting of a stack of commodity bags.  The same principles apply to any interlaced stack of goods or commodity, regardless of the unit container.

If a physical count is being conducted as part of an investigation into suspected lost, stacks must be dismantled and each unit counted (and possibly weighed).

[image: image26]
1. Close and lock all warehouses during the count.
2. Before beginning the count, ensure that the sides of the stack are flush and the top of the stack is level.  If there are insufficient bags to ensure the top layer is completely level (as illustrated above), arrange stack so that all the missing bags come from the most accessible corner of the stack.

3. Climb to the top to observe that the stack is whole and no bags have been taken from the center.
4. Count the number of bags on the face of two completely interlaced rows.  Two completely interlaced rows have parallel sides.  In the above illustration there are 3 interlaced bags in two rows.

5. Count the number of rows from the floor to the top of the stack.  There are 8 rows illustrated above.

6. Calculate the number of bags in one ‘block’ by multiplying the number of bags on the face of two completely interlaced rows times the number of rows.  In the illustration, one block has 3 x 8 = 24 bags.

7. Determine the number of complete blocks in the stack.  There are 16 complete blocks illustrated above.  

8. If there is an incomplete block, manually count the number of bags in that block.

9. Calculate the total number of bags in the stack by multiplying the number of bags in one block by the number of blocks, then adding the total number of bags in any incomplete block.  The total number of bags in the stack illustrated above is:

10. (24 bags per complete block) X (16 blocks) + (0 bags in incomplete block) = 384 bags.

11. Verify the unit weight for a random sample of bags or containers.

12. Test the content of all suspicious containers.

	13. Record the physical count for each stack, as well as the balance stated on each respective stack card, on the Physical Count Tally Sheet.  Also note any observed problems with the physical condition of the stock (e.g. damaged or leaking containers, signs of infestation).  Complete separate sheets for each shipment.
	
[image: image27.emf]Physical Count Tally  Sheet



	14. Briefly explain on the corresponding stack card any differences between physical counts and stack card balances.  The Physical Count Tally Sheet and the stack cards will provide support documentation for physical count information entered in warehouse inventory ledgers.

	15. On the Physical Count Summary Sheet, record the total physical count balance for each shipment as well as the corresponding warehouse ledger balance.
	
[image: image28.emf]Physical Count  Summary Sheet



	16. For every shipment showing a difference between the total physical count and the ledger balance, complete a Physical Count Reconciliation Form (one form per shipment.  

	Reconcile the differences by examining the source documents (e.g. Receipt and Dispatch Waybills, Loss and Adjustment Reports) and checking for transcription errors.

	
[image: image29.emf]Physical Count  Reconciliation Form



	Note: For quarterly independent physical counts, the finance inventory accountant will also reconcile count balances with commodity financial ledgers.


17. Prepare and submit a Loss and Adjustment Report (LAR) for all differences between physical count and ledger balances that can not be reconciled. 
18. Submit hard copies of the Physical Count Summary Sheet and (as appropriate) Physical Count Reconciliation Forms and Loss and Adjustment Reports to program manager for review and approval.
Note: For quarterly independent physical counts, the Financial Controller will review and approve the Physical Count Reconciliation Form completed by the finance inventory accountant.

19. Only when the LAR is approved and returned to the warehouse can the warehouse manager record the difference as a loss (or excess) on the stack cards or in the warehouse inventory ledgers.
20. Ensure that the closing physical count matches the balance per the inventory or Commodity Status Report.

21. File Physical Count Tally Sheets, Physical Count Summary Sheets and, as necessary, Physical Count Reconciliation Form and Loss and Adjustment Report.
Reporting
Minimum Standard
· Warehouse managers are aware of all donor specific reporting requirements

Guidelines

In addition to any donor specific reporting requirements, and the monthly Warehouse Inspection Report and monthly Physical Count Reconciliation Form, warehouse managers are responsible for producing the following reports.

A Daily Warehouse Report documenting the quantities of stock received into or dispatched/ issued out of the warehouse must be completed before close of business every day.

A Monthly Loss Report summarizing the status of all losses incurred during the reporting period.

NFI inventory:  A monthly Inventory or Warehouse Summary Report detailing all receipts and dispatches for the month must be produced from the Daily Warehouse Reports.
Commodity inventory: A monthly Commodity Status Report (CSR) for each donor must be prepared immediately after completing the monthly physicals count.
· The CARE CSR Format below is adapted from a required USAID Office of Food for Peace PL 480 Title II format.  To facilitate report preparation, Country Offices should request other donors to accept this format in lieu of other commodity reports.

	
	
[image: image30.emf]CSR Format




· All reporting on the CSR should be in kilograms to prevent ‘hidden’ loss due to rounding.

· CSRs must include information from counterpart warehouses as well as CARE controlled warehouses.

· The CSR does not include commodity stored at project sites which is available for immediate consumption including open storage areas for immediate distribution.  Reporting on commodity in these cases is done through the Recipient Status Report. 

· Warehouse managers, finance inventory or commodity accountants or program managers must provide explanations, in writing, for any differences that are unaccounted for.

Warehouses shared with other NGO’s

While sharing a warehouse or a compound with several buildings with another NGO may significantly reduce cost and increase security, the sharing of a single undivided space should be avoided. 

If an organization requests temporary storage in CARE warehouses, clarify and document the following in writing:

· Duration of storage. 

· Cost to the other NGO in terms of pallets, cleaning, and labour, if any.
· Person authorized by the other organization to receive and dispatch their goods.
· Documentation used for receipt and dispatch.
· Non liability of CARE for their goods in the case of damage, looting, or theft.







Warehouse inventory accounting tracks units of inventory (such as bags of grain or cartons of water containers) stored at Port Authority, CARE, counterpart or contracted warehouses – as well as all movement of inventory between these warehouses.  Each warehouse keeps records that show stock movement, losses and balances.  The Country Offices maintain summary records that show total warehouse inventory balances.


Finance inventory accounting tracks units of inventory, but it also assigns a monetary value to the units and places a total dollar value on all program assets in inventory in a country.  Finance inventory accounting records are compared to warehouse inventory records to detect errors and discrepancies.


Having two separate entities with opposing interests makes collusion more difficult and sets up a system of checks and balances.














Entries in the ‘Pending’ column of the ledger represent amounts for which Loss and Adjustment Reports have not yet been approved.














It is generally best to reconstitute any commodity found in damaged, leaking or underweight bags / containers before completing the Pending column and corresponding Loss and Adjustment Report.  See the section on Repackaging for complete details.








Take measures to ensure that sold or donated unfit commodity does not appear on the open market. 


In contracts for sale or documents for distribution, include statements of legal action CARE will pursue against those found selling the unfit commodity as food for human consumption.


Inform local police of the names of the organizations receiving the commodity, as well as dates and amounts purchased or received.


Launch a public awareness campaign to inform the population of the dangers to humans consuming the unfit commodity.


Periodically check the local market to see if unfit food is being sold.





When large amounts of commodity are infested with insects or other matter, it may be sent to processors, millers or others who have equipment to efficiently separate out the matter.  In these cases, warehouse managers or storekeepers must ensure that all damaged bags, cartons or containers are fully accounted for before they are dispatched to the processor and a full inventory must be taken upon the return of the reconstituted commodity.  Supporting waybills must be kept on file.


























To ensure accuracy of the tally, require the transporter to deliver waybills directly to the warehouse manager before goods are unloaded.  This practice requires the tally clerk to count the goods and not to simply rely on the waybill.  It also reduces the possibility that a tally clerk would not report an excess receipt.





It is assumed that the weight per unit stated on the original Bill of Lading is accurate to within two percent.  For example, a 50 kilogram bag may be 49, 50 or 51 kilograms and still be considered one whole unit.





Prioritize water damaged commodities that are still fit for consumption for immediate distribution.  If not, they may spoil in storage.  Repackaging of water damaged commodities can serve to remove the portion affected, often localized in one portion of the bag and salvage the remaining portion for re-bagging.





If a large shipment is being delivered over a number of days, before filing a Loss and Adjustment Report, the warehouse manager may want to wait until all units have been delivered to determine if the excess on one waybill cancels the shortage on another waybill.








Pay special attention when receiving commodity that is ‘returned’ to the warehouse because refusal on the part of the receiver made delivery to a distribution site impossible.  Unscrupulous individuals may attempt to divert some of the food being returned.

















Commodity Status Reports provide management with basic summary information on receipts, dispatches, losses, and physical inventories of commodity stored in warehouses during given periods of time.  They are a critical management tool.





It is essential to establish a warehouse inventory accounting system at the outset of emergency response operations.  The system can be either manual or computer-assisted, but the necessary documentation (way-bills, stock ledgers, summary report formats, etc.) must be available from the outset.  If the CARE mission does not have current food aid programs, a request should be made to bring in an expert staff member on short-term assignment to focus exclusively on inventory systems implementation and staff training.








Interlaced Bags





Number of Rows





One Block











� See CARE USA Commodity Accounting Manual for complete details on this topic.


� USAID requires a Pesticide Evaluation Report and Safer Use Action Plan (PERSUAP) be submitted as an attachment to the Initial Environmental Examination (IEE) for any program that uses pesticides (such as insecticides and fumigants).  Please refer to this document for complete details on the type(s) of pesticides allowable; appropriate methods of pesticide handling, storage, transport, use and disposal; and training required for staff who will be responsible for use of the pesticide(s).  


� If distribution sites do not have blank waybills, they should write a letter containing all information requested on the waybill.  It should be signed by the authorized person at the distribution site and the transporter.
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Sheet1

										WarehouseLocation / No.

										Donor:

										Shipment #:

										Commodity:

										Unit Type:

										Unit Standard Weight:

		Date		Reference Number		Receipts				Dispatches				Losses				Balance

						Units		Kgs		Units		Kgs		Units		Kgs		Units		Kgs

				Total		0		0		0		0		0		0
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Physical Count Tally Sheet
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		Care International In _________________________________





		Shipment No:

		Date of Count:



		Commodity / Item:

		Location:



		Unit Size:

		For the Month of:





Stack Details:


		Stack

		Physical Count 

		Stack Card Quantity

		Difference Between Physical Count and Stack Card

		Physical Condition



		#1

		

		

		

		



		#2

		

		

		

		



		#3

		

		

		

		



		#4

		

		

		

		



		#5

		

		

		

		



		#6

		

		

		

		



		TOTAL

		

		

		

		





Prepared By:  __________________________________________________________


Signature:  ____________________________________________________________


Date:  ________________________________________


Reviewed/Approved By:  _________________________________________________


Signature  :_____________________________________________________________


Date:  ________________________________________


[image: image1]
_1291006322.xls
Physical Inventory Summary

								Physical Count Summary Sheet

																Date of Count:

																Location:

		Shipment Number

		Commodity / Item

		Unit Size

		Donor

		Pieces perUnit

		Physical Count Total

		Warehouse Ledger Balance

		DIFFERENCE		0		0		0		0		0		0		0		0		0		0

		Prepared by						Reviewed by										Approved by

		Name:						Name :										Name:

		Date:						Date:										Date:

		Sign:						Sign:										Sign:
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CSR

		

		COMMODITY STATUS REPORT

		REGULAR PROJECTS

		Month/quarter:

		Country:				Country Office (Quarterly)								Donor;

						Regional Office (Monthly)								Date:

		Prepared by :				Warehouse (Monthly)

		Title:

		Signature:

				Commodity		(COMPLETE)		(COMPLETE)		(COMPLETE)		(COMPLETE)		(COMPLETE)		TOTAL

				Unit wt. (kgs)		(COMPLETE)		(COMPLETE)		(COMPLETE)		(COMPLETE)		(COMPLETE)

		A.		Physical Inventory at Beginning of Period												- 0

		B.		Receipts into Inventory

				1.  Arrivals according to B/L Maritime												- 0

				2.  Food delivered by shipping companies and applied to												- 0

				cover previous shortages

				3.  Donation from Emergency (authorized by USAID)												- 0

				4.  Arrivals from warehouses as per waybills												- 0

				5.  Overlanded												- 0

				6. Loans from other Organization												- 0

		C.		Total Receipts During Period												- 0

		D.		Distributions out of Inventory and Dispatches

				1.  PN/NAME:												- 0

				2.  PN/NAME:												- 0

				3.  MONETIZATION (Includes amount of food held by CARE or counterpart and not yet turned over to buyers.)

				counterpart and not yet turned over to buyers.)

				4. EMERGENCY												- 0

				5.  Reimbursement for loans												- 0

		E.		Total Distributions during the period (D1…D5)		- 0		- 0		- 0		- 0		- 0		- 0

		F.		A + C - E		- 0		- 0		- 0		- 0		- 0		- 0

		G.		Physical Inventory at End of Period*												- 0

		H.		Differences between F and G (F - G)		- 0		- 0		- 0		- 0		- 0		- 0

				1.  Ocean Freight Losses (marine, port)		- 0								- 0		- 0

				2.  Internal Losses (warehouse, internal transit)		- 0		- 0						- 0		- 0

				3.  Repayment Loans from other Organizations		- 0		- 0		- 0		- 0		- 0		- 0

				4.  Loans made to other agencies		- 0		- 0		- 0		- 0		- 0		- 0

				5.  Dispatches from Port Warehouse in transit at close of

				reporting period ajustment at  inventory.		- 0		- 0		- 0		- 0		- 0		- 0

				6.  Overlanded (difference weight)		- 0		- 0		- 0		- 0		- 0		- 0

		I.		Total Differences Accounted for (H1…H5)		- 0		- 0		- 0		- 0		- 0		- 0

		J.		Total Differences Unaccounted for ([I + G] - F)		- 0		- 0		- 0		- 0		- 0		- 0

		*Physical inventory includes food in port or customs warehouses which is in transit and not yet reported as received by a warehouse at the end of a reporting period.

		Authorized by (signature)						Title						Date
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Physical Count Reconciliation Form
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		Care International In _________________________________





		Shipment No:

		Date of Count:



		Commodity / Item:

		Location:



		Unit Size:

		For the Month of:





		Physical Count 

		Balance on Warehouse Ledgers

		DIFFERENCE


(Between Physical Count and Balance on Ledger )



		

		

		





		1. Explanation for the DIFFERENCE:

		



		

		



		



		



		





		2. Action taken to Reconcile the DIFFERENCE:

		



		

		



		



		



		



		





Prepared By:  __________________________________________________________


Signature:  ____________________________________________________________


Date:  ________________________________________


Reviewed/Approved By:  _________________________________________________


Signature  :_____________________________________________________________


Date:  ________________________________________
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page one

		CARE - _________________																				Waybill Tracking Check List

		WB #		Date Disp.		Comm.		Consignee		Destination		Dt. Retnd.				WB #		Date Disp.		Comm.		Consignee		Destination		Dt. Retnd.

		1														26

		2														27

		3														28

		4														29

		5														30

		6														31

		7														32

		8														33

		9														34

		10														35

		11														36

		12														37

		13														38

		14														39

		15														40

		16														41

		17														42

		18														43

		19														44

		20														45

		21														46

		22														47

		23														48

		24														49

		25														50





page two

		CARE - __________________																				Waybill Tracking Check List

		WB #		Date Disp.		Comm.		Consignee		Destination		Dt. Retnd.				WB #		Date Disp.		Comm.		Consignee		Destination		Dt. Retnd.

		51														76

		52														77

		53														78

		54														79

		55														80

		56														81

		57														82

		58														83

		59														84

		60														85

		61														86

		62														87

		63														88

		64														89

		65														90

		66														91

		67														92

		68														93

		69														94

		70														95

		71														96

		72														97

		73														98

		74														99

		75														100





Sheet2

		





Sheet3
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Sheet1

																		WarehouseLocation / No.

																		Shipment #:

																		Donor:

																		Commodity:

																		Unit Type:

																		Unit Standard Weight:

		Date		Waybill or Loss & Adjustment Report #		PN, ARF #, PGM #		Received from / Issued to		Receipts
per Waybill				Excess
Receipts				Dispatches & Returns				Type
of
Loss		Losses				Balance				Pending

										Units		Kgs or Pieces		Units		Kgs or Pieces		Units		Kgs or Pieces				Units		Kgs or Pieces		Units		Kgs or Pieces		Units		Kgs or Pieces

				Balance brought forward

				Total						0		0		0		0		0		0				0		0						0		0



&C&"Arial,Bold"&14Warehouse Inventory Ledger

&C&P










_1281846774.xls
Original

		CARE - ____________																												COMMODITY DISPATCH WAYBILL

		(project name)																																																No.

																																																		Date

		SECTION A : CONSIGNOR / CONSIGNEE INFORMATION

		1. Dispatching Warehouse																																		6. Consignee / NGO

		2. W/H Location																																		7. Location

		3. Shipment Name																																		8. Proj. Type

		4. Shipment No.																																		9. Transporter

		5. Donor																																		10. Truck No.

		SECTION B : COMMODITY DISPATCH INFORMATION - [ONLY ONE COMMODITY PER WAYBILL.]

		Commodity																						Type of										Unit						Quantity								Remarks

																								Packing										Size						Dispatched

		Certified that the above commodity has been loaded																																Certified that the above commodity has been received by me

		on the truck																																for transportation as indicated above.

		Signature of Storekeeper																																Signature of Truck Driver

		Name of Storekeeper																																Name of Truck Driver

		Date & Stamp																																Truck No.														DL #										Date

		SECTION C : CONSIGNEE ACKNOWLEDGMENT

		Commodity																						Type of										Unit						Quantity								Remarks

																								Packing										Size						Received

		Addl. Remarks/Observations:

		Certified that the above information is true and as																																		Acknowledged & Countersigned by Driver

		stated above

		Signature of Receiver																																		Signature of Driver

		Name of Person Receiving																																		Name of Driver

		Name of Consignee / NGO																																		Date

		Date

		Note:				All losses and/or damages should promptly be indicated on all copies of the waybill. Failure on the part of the Consignee in

						not  reporting any losses and/or damages will result in the Consignee being held liable for all such losses and/or damages

		ORIGINAL

		Commodity Accounting Unit :: After dispatch and signed by transport contractor





Copy-1

		CARE - ____________																												COMMODITY DISPATCH WAYBILL

		(project name)																																																No.						0

																																																		Date						31-Dec-99

		SECTION A : CONSIGNOR / CONSIGNEE INFORMATION

		1. Dispatching Warehouse																0																		6. Consignee / NGO										0

		2. W/H Location																0																		7. Location										0

		3. Shipment Name																0																		8. Proj. Type										0

		4. Shipment No.																0																		9. Transporter										0

		5. Donor																0																		10. Truck No.										0

		SECTION B : COMMODITY DISPATCH INFORMATION - [ONLY ONE COMMODITY PER WAYBILL.]

		Commodity																						Type of										Unit						Quantity								Remarks

																								Packing										Size						Dispatched

		0																						0										0						0								0

		Certified that the above commodity has been loaded																																Certified that the above commodity has been received by me

		on the truck																																for transportation as indicated above.

		Signature of Storekeeper																																Signature of Truck Driver

		Name of Storekeeper																0																Name of Truck Driver														0

		Date & Stamp																31-Dec-99																Truck No.						0								DL #				0						Date				31-Dec-99

		SECTION C : CONSIGNEE ACKNOWLEDGMENT

		Commodity																						Type of										Unit						Quantity								Remarks

																								Packing										Size						Received

		Addl. Remarks/Observations:

		Certified that the above information is true and as																																		Acknowledged & Countersigned by Driver

		stated above

		Signature of Receiver																																		Signature of Driver

		Name of Person Receiving																																		Name of Driver

		Name of Consignee / NGO																																		Date

		Date

		Note:				All losses and/or damages should promptly be indicated on all copies of the waybill. Failure on the part of the Consignee in

						not  reporting any losses and/or damages will result in the Consignee being held liable for all such losses and/or damages

		COPY - 1

		To be returned to Commodity Accounting Unit : After consignee and transporter sign waybill acknowledging receipt & delivery of food





Copy-2

		CARE - ____________																												COMMODITY DISPATCH WAYBILL

		(project name)																																																No.						0

																																																		Date						31-Dec-99

		SECTION A : CONSIGNOR / CONSIGNEE INFORMATION

		1. Dispatching Warehouse																0																		6. Consignee / NGO										0

		2. W/H Location																0																		7. Location										0

		3. Shipment Name																0																		8. Proj. Type										0

		4. Shipment No.																0																		9. Transporter										0

		5. Donor																0																		10. Truck No.										0

		SECTION B : COMMODITY DISPATCH INFORMATION - [ONLY ONE COMMODITY PER WAYBILL.]

		Commodity																						Type of										Unit						Quantity								Remarks

																								Packing										Size						Dispatched

		0																						0										0						0								0

		Certified that the above commodity has been loaded																																Certified that the above commodity has been received by me

		on the truck																																for transportation as indicated above.

		Signature of Storekeeper																																Signature of Truck Driver

		Name of Storekeeper																0																Name of Truck Driver														0

		Date & Stamp																31-Dec-99																Truck No.						0								DL #				0						Date				31-Dec-99

		SECTION C : CONSIGNEE ACKNOWLEDGMENT

		Commodity																						Type of										Unit						Quantity								Remarks

																								Packing										Size						Received

		Addl. Remarks/Observations:

		Certified that the above information is true and as																																		Acknowledged & Countersigned by Driver

		stated above

		Signature of Receiver																																		Signature of Driver

		Name of Person Receiving																																		Name of Driver

		Name of Consignee / NGO																																		Date

		Date

		Note:				All losses and/or damages should promptly be indicated on all copies of the waybill. Failure on the part of the Consignee in

						not  reporting any losses and/or damages will result in the Consignee being held liable for all such losses and/or damages

		COPY - 2

		Transporter Copy :: To be submitted to CARE along with transport bill





Copy-3

		CARE - ____________																												COMMODITY DISPATCH WAYBILL

		(project name)																																																No.						0

																																																		Date						31-Dec-99

		SECTION A : CONSIGNOR / CONSIGNEE INFORMATION

		1. Dispatching Warehouse																0																		6. Consignee / NGO										0

		2. W/H Location																0																		7. Location										0

		3. Shipment Name																0																		8. Proj. Type										0

		4. Shipment No.																0																		9. Transporter										0

		5. Donor																0																		10. Truck No.										0

		SECTION B : COMMODITY DISPATCH INFORMATION - [ONLY ONE COMMODITY PER WAYBILL.]

		Commodity																						Type of										Unit						Quantity								Remarks

																								Packing										Size						Dispatched

		0																						0										0						0								0

		Certified that the above commodity has been loaded																																Certified that the above commodity has been received by me

		on the truck																																for transportation as indicated above.

		Signature of Storekeeper																																Signature of Truck Driver

		Name of Storekeeper																0																Name of Truck Driver														0

		Date & Stamp																31-Dec-99																Truck No.						0								DL #				0						Date				31-Dec-99

		SECTION C : CONSIGNEE ACKNOWLEDGMENT

		Commodity																						Type of										Unit						Quantity								Remarks

																								Packing										Size						Received

		Addl. Remarks/Observations:

		Certified that the above information is true and as																																		Acknowledged & Countersigned by Driver

		stated above

		Signature of Receiver																																		Signature of Driver

		Name of Person Receiving																																		Name of Driver

		Name of Consignee / NGO																																		Date

		Date

		Note:				All losses and/or damages should promptly be indicated on all copies of the waybill. Failure on the part of the Consignee in

						not  reporting any losses and/or damages will result in the Consignee being held liable for all such losses and/or damages

		COPY - 3

		Consignee Copy :: To be retained at receiving warehouse after receiver and transporter sign waybill acknowledging receipt/delivery of food





Copy-4

		CARE - ____________																												COMMODITY DISPATCH WAYBILL

		(project name)																																																No.						0

																																																		Date						31-Dec-99

		SECTION A : CONSIGNOR / CONSIGNEE INFORMATION

		1. Dispatching Warehouse																0																		6. Consignee / NGO										0

		2. W/H Location																0																		7. Location										0

		3. Shipment Name																0																		8. Proj. Type										0

		4. Shipment No.																0																		9. Transporter										0

		5. Donor																0																		10. Truck No.										0

		SECTION B : COMMODITY DISPATCH INFORMATION - [ONLY ONE COMMODITY PER WAYBILL.]

		Commodity																						Type of										Unit						Quantity								Remarks

																								Packing										Size						Dispatched

		0																						0										0						0								0

		Certified that the above commodity has been loaded																																Certified that the above commodity has been received by me

		on the truck																																for transportation as indicated above.

		Signature of Storekeeper																																Signature of Truck Driver

		Name of Storekeeper																0																Name of Truck Driver														0

		Date & Stamp																31-Dec-99																Truck No.						0								DL #				0						Date				31-Dec-99

		SECTION C : CONSIGNEE ACKNOWLEDGMENT

		Commodity																						Type of										Unit						Quantity								Remarks

																								Packing										Size						Received

		Addl. Remarks/Observations:

		Certified that the above information is true and as																																		Acknowledged & Countersigned by Driver

		stated above

		Signature of Receiver																																		Signature of Driver

		Name of Person Receiving																																		Name of Driver

		Name of Consignee / NGO																																		Date

		Date

		Note:				All losses and/or damages should promptly be indicated on all copies of the waybill. Failure on the part of the Consignee in

						not  reporting any losses and/or damages will result in the Consignee being held liable for all such losses and/or damages

		COPY - 4

		Dispatching Warehouse Copy :: Not to be detached from waybill book






