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PREFACE
We are pleased to present the new edition for T.Y.B.Com. students of the University of

Mumbai in the subject of Purchasing and Storekeeping – Semester VI w.e.f the academic year June
2015.

This book is presented in four modules as per the syllabus. The various elements covered in this
book include store department and materials handling, plant location and plant layout, store
accounting, pricing of issues, stock records and inventory control. This edition prepares the students
appearing for the T.Y.B Com. examination conducted by the University of Mumbai in the subject of
Purchasing and Store Keeping.

Students of other courses can also benefit from this book as its covers the basic aspects of
purchase and store keeping.

We would like to express our gratitude to the many people who saw us through this book; to all
those who provided support, talked things over, read, wrote, offered comments, allowed us to quote
their remarks and assisted in the editing, proofreading and design.

We would like to thank the teaching faculty of several colleges affiliated to the University of
Mumbai for their encouragement and support.

The book is unique in its presentation and style. It has been tried to present the matter in as clear
and simple manner as possible to make it intelligible to each and every student.

At the outset, we thank the almighty for giving us the grace to write this book. We are very
much thankful to our family, friends and well-wishers who really supported us physically and morally
in writing this book. We owe our gratitude towards our students who actually are the real inspiration
for writing this book. A special thanks to Dr. Rajesh Bhoite, Ankit Agarwal, Rajesh Yadav, Burhan
Bootwala who helped us in typing the content of the text and to convert the manuscript into the typed
form.

We are very much indebted to the mentors, teachers and gurus who actually are the source of
guidance for us.

We would be failing in our duties if we shall not mention here about the efforts of Himalaya
Publication team specially Mr S.K. Srivastava and Ms. Archana without whom it would have been
possible to release this publication on time.

We hope this book would cater to the needs of all categories of learners. Still, constructive
comments and useful suggestions for the improvement of this book are always welcome.
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Purchasing and Storekeeping

(Applied Component)
w.e.f. the academic year 2015-2016

T.Y.B.Com. Semester - VI
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Lectures
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 Types of stores.
 Stages in store keeping.
 Functions of store department.
 Duties and responsibilities of the storekeeper.
 Protection and preservation of store and materials securities measures

and precaution.
Materials Handling – Objectives, Principals and Advantages
 Inspection of materials – meaning, importance and methods.
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of layout.

(11)

III Store Accounting, Pricing of Issues and Stock Records
 Accounting section – objective of maintaining importance – advantages

Methods of valuation of materials – meaning, advantages, limitations –
methods, – FIFO, LIFO, HIFO, NIFO simple average, weighted average
methods uses and advantages.
 Stock records – objectives needs, store – recording methods/form.

Documents used in
 Store ledger and bin card – meaning, advantages, stock audit.
 Lead time – meaning and classification.

(12)

IV Inventory Control
 Overstocking and under stocking level
 Various stock levels – maximum minimum, average, re-order level,

advantages, shortage, excess, damage, materials reports.
 Value analysis – cost reduction techniques
 ABC analysis, steps, purpose, policy guideline, advantages.
 Inventory control – meaning objectives, techniques, methods/ types of

inventory control system, perpetual inventory control, periodical
inventory control, advantages and disadvantages, selection inventory
control, techniques.

 Stock taking – purpose, stock audit
 Economic order quantity – methods & importance.
 Zero inventory culture.

(11)
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MODULE I

1.1 MEANING OF STOREKEEPING

Storekeeping refers to the safe custody of all the items or materials stocked
in the store room. Storekeeping is a service function. Storekeeping means
preservation of goods kept in the store room. A storehouse is a building provided
for preserving materials, stores and finished goods.

Storekeeping means the physical storage of materials carried into the store
room in a scientific and systematic manner with a view to –

(i) saving them from all kinds of damages and losses and

(ii) exercising overall control over their movements.

Definition of Storekeeping

Storekeeping is that aspect of materials control concerned with the physical
storage of goods.

Alford and Beatty

Storekeeping relates to art of preserving raw materials, work-in-progress and
finished goods in the stores.

STORE DEPARTMENT
AND MATERIAL

HANDLING
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1.2 OBJECTIVE OF STOREKEEPING/STOREKEEPER

1. Economical: The most Importance objective of storekeeping keeping is to minimise the
cost of storage. the value of stores in the stock should be at the lowest possible level to
minimise the use of working capital. the stores should be able to work economically to
minimise the overall materials cost.

2. Identification: It is a process of systematically defining and describing all items of stock. it
includes preparation of a stores code, adoption of materials specifications, etc.

3. Receipt: It is the process of accepting from all sources – materials, equipment and parts
used in the organisation, including materials for manufacturing or operating processes,
plant maintenance, finished products, etc.

4. Inspection: Inspection is concerned with the examination of incoming consignments. it is
the duty of stores function to see that the inspection is done before items are accepted into
stock.

5. Stock records: Proper records are maintained for the receipts, issues and balances of stock.

6. Stock control: It is the operation of continuously arranging receipts and issues. it is done so
that balances of stock are adequate to support the current rate of the consumption.

7. Storage: Storage comprises the management of storehouses and stockyards, the operation
of handling and storage equipment and the safe custody and protection of stock.

8. Issue and dispatch: This is the process of receiving demands, selecting the items required
and handing them over to users. it includes packaging of issues and loading goods on
vehicles for delivery.

9. Stores accounting: Stores accounting is the process of recording stock movement and
maintaining an account of stock balance.

10. Stock taking: Stock taking is the process of the quantities and condition of goods. it should
be a continuous process to maintain the adequate level of inventories.

11. Effective utilisation of space: Storekeeper should utilise the space for the different
materials, so that all materials may be easily located.

12. Store audit: store audit is important from the perspective of having vigil over the quantity
and quality of raw materials remaining in stores.

13. Protection of materials: Materials should be duty protected from hazardous conditions,
weather deterioration and pilferage.

14. Advising the management: The store manager has to advise the managers with regard to
physical verification, inspection, replenishment obsolescence and disposal of scrap, etc.
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15. Reduction in cost of production: The main objective of storekeeping is to reduce the cost
of production by reducing the cost of materials, the cost of preservation, the cost of records
keeping, the cost of handling stores, etc.

16. Co–ordination with other departments: The store department has to establish co-
ordination with the other departments of the organisation, finance, etc. as all departments
are interdependent.

17. Other objectives:

(a) Providing efficient services.

(b) Record keeping.

(c) Prevent over and under stocking of materials.

Functions of Storekeeping/Storekeeper/Store Department

1. Receipt of materials into storage.

2. Inspection of materials.

3. Classification of materials.

4. Codification of materials.

5. Preservation of materials.

6. Returns of materials.

7. Certification.

8. Record keeping.

9. Storage of materials.

10. Maintaining stores.

11. Issuing stores.

12. Coordination with materials control.

13. Posting.

14. Stock control.

15. Safety and security.

1. Receipt of materials into storage: Materials should be received, unloaded, inspected and
then moved to stores. The storekeeper classifies the materials, stores it in appropriate places
and records the receipts in proper books.

2. Inspection of materials: Storekeeper inspects the materials to ensure that goods received
are in accordance with the details given in the application form. It is also done to ensure
that goods are not damaged and are properly packed.
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3. classification of materials: For effective control over the store, storekeeping classifies the
inspected goods into groups, sub-groups, or categories for the proper maintenance of the store.

4. codification of materials: A store holds a large variety of materials and it is not possible to
call them by individual names, so the storekeeper assigns a symbol or a code number to
each material for its easy identification.

5. preservation of materials: preservation of materials means protection of stores from fire,
rust, theft, damage, etc in order to maintain them at their original value and quality. in the
case where the preservation and packing are the subject of a complete specification, it is the
storekeeper's duty to see that the specification is fulfilled.

6. returns of materials: on the receipt of written authority letter, the storekeeper makes an
entry in the receipt and delivery register and prepares the gate pass/challan in triplicate;
then is done, when traders or firms take their goods book either in full or in part by
authorising a person in writing.

7. certification: after the goods are loaded into truck/wagon, one copy of the challan
form/gate pass is given to the gatekeeper who after checking the goods, allows the
truck/wagon to go outside the storehouse premises.

8. record keeping: the stores should be maintained in an efficient and orderly manner so that
materials can be easily located and information can be obtained from various departments.

9. storage of materials: the stores should provide maximum protection and safety and
accessibility and utilise the minimum space. suitable storage advice should be installed.

10. maintaining storage: to keep the stores in the desired condition over a period of time
factors like nature of the materials, rates of deteriorations should be considered. special
covering or periodic lubrication is necessary to prevent damage due to atmospheric
conditions.

11. Issuing stores: This function should be performed most efficiently, promptly and
accurately. All the issues should be properly recorded. The issues should be duly authorised
and procedures laid down should be duly followed.

12. Co-ordination with materials control: The storekeeper is partly responsible for such co-
ordination. Much depends on the type of production, the size of the company the
organisation structure, etc.

13. Posting: Storekeeper must ensure that all transactions are posted in the Bin card and that
the Bin card is up-to-date.

14. Stock Control: To highlight accumulation of stock, discrepancies and abnormal
consumption, so the storekeeper should implement proper stock control measures.

15. Safety and security: The storekeeper has to keep the materials in the store's safety.
Storekeeper has to take insurance of materials & godown so that in case of any loss the
claim can be lodged for the compensation.
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16. Physical Verification: Storekeeping also includes the physical verification of stock of
materials periodically. The storekeeper has to check the stock of materials as per stock in
the godown. The storekeeper is responsible for any shortage or excess of stock.

1.3 TYPES OF STORES
Types of Stores

Functional Stores Physical Stores
1. Raw material Stores 1. central stores
2. Production Stores 2. Sub stores
3. General Stores 3. Department stores
4. Tools stores 4. Group stores
5. Salvage stores 5. Site stores
6. Packing stores
7. Receiving stores
8. Work-in-progress
9. Finished goods stores

10. Stationery stores.
11. Bonded stores
12. Refrigerated stores
13. Inflammable materials stores

(A) Functional Stores

Functional stores are store depending upon the use of materials stored.

It includes the following.

1. Raw material stores: This is a place where raw materials used for production are stored.
Depending on the nature of raw materials used, the store could be an open yard, a shed with
a roofed structure without walls, also depending upon the mode of transport. If the
materials are inflammable or explosive, such materials should be stored in an isolated place.

2. Production stores: This is a place storing product materials such as consumables, cutting
oils, cutting tools, etc.

3. General Stores: this is a place where various kind of miscellaneous items such as paints,
painting ingredients, spirits etc. are stored.

4. Tools stores: This is a place where all kinds of measuring instruments, cutting tools,
hammers, special tools, etc. are stored.
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5. Salvage stores: This is a store where the materials which have been rejected during
production are stored either to be salvaged by rework, or to dispose off as scrap. Metal
scraps, old machinery, etc. are stored.

6. Packing stores: Packing materials are stored here. e.g. wood, cardboard cartons, bottles, empty
cylinders, etc. which are used for the packing of finished goods and despatching the same.

7. Receiving stores: This is a place where goods supplied by vendors are received and
inspected for quality and quantity before these goods are sent to the departmental holding
stores. These stores are also referred to as inwards goods stores or transit stores.

8. Work-in-progress stores: It is an intermediate storage place where semi-processed parts
are stored for some time before they are moved to next stages of operation.

9. Finished Goods Stores: This is a place where finished products meant for despatch to
customers are stored.

10. Stationery stores: This is a place where all kinds of stationery items require for office use
of various departments are stored.

11. Bonded stores:These are stores where goods subjected to custom duty are stored and for
goods which as debonded when needed for production and custom duty is paid.

12. Refrigerated Stores: This kind of stores is used for storing perishable items such as
vegetables, fruits, chemicals, etc.

13. materials stores: These are stores where materials such as oil, paints, acids, etc. which are
prone to fire hazards are stored with adequate arrangements for the protection against fire
hazards.

(B) Physical Stores

Physical stores are the stores depending on the size and location of stores.

It includes the following.

1. Central Stores: centralised store which serves many divisions or units in a large
manufacturing organisation or a centralised warehouse were finished goods of several units
are stored, common items used by several production units are stored in central stores.

2. Sub-stores: This type of store serves the requirement of a particular proof unit and is
located nearer the manufacturing shop of that unit.

3. Departmental Stores: These stores serve the need of a particular department.

4. Group Stores: This kind of stores keeps the materials required for a number of production
units belonging to the same industrial group located in one location in an industrial estate or
industrial area.

5. Site Stores: This is a store used to store construction materials like steel, cement, tools, etc.
required for large construction projects.
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Advantages of Central Store Purchase

1. Large Scale: When the central stores make a purchase, it is on a large scale. Naturally, the
central purchase organisation can strike a good bargain.

2. Cheaper Price: As the central store can strike a good bargain, it can get the things at a
cheaper price or rate.

3. Strict Control: A strict control and check of central purchase organisation is possible, so,
there is a very less chance of malpractice.

4. Direct contact: A central purchase organisation can have a direct contact with the
manufacturers and can get things as per the specifications.

5. Suitable arrangement: In the central stores, suitable arrangement regarding stores storage
can be made.

6. Market: Central stores purchase on large scale and their supplies are of steady nature.
Therefore they are not so much affected by the market fluctuation.

7. Stock Records: All the store records are kept at one place i.e. central place, hence access to
or reference to them becomes easy.

8. Less manpower: As work is done centrally there is less or fewer requirement of manpower
i.e. storekeepers and balanced load a work on each of them is possible.

Disadvantages of Central Store Purchase

1. Transportation costs: Centralised storage involve heavy transport cost wastage and d
delay in supplies.

2. Inconvenience and delay: Stores may be situated some distance away from many
departments which draw materials from it, thus causing inconvenience and delay.

3. Breakdown: Breakdown in power or transport in central stores may cause production
stoppage in all departments.

4. The risk of fire: Central store purchase is exposed to a greater degree of risks of loss by fire.

1.4 INDEPENDENT STORES

In some organisations, independent stores are established in different departments where all
storekeeping activities are performed by a storekeeper in each department.

Advantages of Independent Store Purchases

1. Reduce material handling distance and cost.

2. Reduced bottlenecks or waiting lines for collection of material from stores.
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3. Less risk of loss by theft or fire.

4. Convenient for all department to draw materials as storerooms are located nearby.

Disadvantages of Independent Store Purchases

1. More manpower i.e. storekeeper are required.

2. More storage space is required.

3. Standardisation of materials not possible.

4. Higher chances of pilferage or theft of materials.

5. Lacks the bargaining power as small quantities are ordered by each user department.

Stages in Storekeeping

1. Receipt of Materials.

2. Inspection of Materials.

3. Classification of Materials.

4. Codification of Materials.

5. Preservation of Materials.

6. Storage of Materials.

7. Returning of Materials.

8. Certification of Materials.

1. Receipt of Materials: Receipt of goods or materials is the first stage in storekeeping.
Goods and materials may be received either from the manufacturers or from wholesalers.
The procedure for the receipt of goods in every storehouse is more or less the same
irrespective of the nature and quantity of incoming goods and materials. The receipt of
goods and materials takes a standard and logical sequence of events. Each stage or the stock
receipt cycle is very important and must be carefully controlled by the storekeeper.

2. Inspection of materials: After receiving goods from the suppliers the Inspection of goods
and material implies the checking of quantity, quality, form, size, shape, etc. of materials
received in the store and their comparison with the details given in the application form.

On the receipt of the application form and goods in the store the goods are carefully
examined by the storekeeper to ensure that:-

(a) The goods received are in accordance with the details given in the application form.

(b) Goods are not damaged.

(c) Goods are properly packed.
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Goods received in the store must be inspected. Inspection is done by authorised and
qualified persons of quality and quantity of goods.

The quality of goods is inspected in respect of packing, breakage and leakage. The quantity
may be inspected in respect of weight, measurements, counting. etc.

3. Classification of materials: Ordinarily a store holds a large number and variety of goods
for effective control over store it is essential that the goods should be classified into groups
and subgroups or categories. Classification is very important and useful for the proper
maintenance of stores. It also eliminates the wastage of store items.

Goods and items are classified after their physical verification on the basis of the following
considerations:

(a) Cost

(b) Nature of goods

(c) Types of goods

4. Codification of materials: A store holds a very large variety of goods. It is not possible to
call them by individual names when there are thousands of items of different varieties.
Efficient storekeeping, therefore requires codification of the items codification means
giving or assigning a symbol or a code number goods are received in lots. The same code
number is written on all the items received in one lot.

5. Preservation of materials: Preservation means the protection of stores from fire, rust,
corrosion, dust, theft, weather, moisture, etc. in order to maintain them at their original
valve and valve and quality. It is also done to maintain the storage cost, production cost and
production quality.

Without proper preservation of stores, the production work might be endangered.

6. Storage of materials: Storage means possession of material in a scientific way so as to
help in the maintenance of the regular flow of material for a smooth and efficient work in
of the entire organisation. The storehouse should be well equipped with racks, shelves,
boxes so as to facilitate easy access, identification and physical verification and for the
proper valuation of stores.

7. Returns of materials: The firms or traders who get their goods stored may take their goods
back either in full or in part by authorising any person in writing to get the delivery of their
stored goods. The authorised person approaches the storekeeper and gives him the authority
letter on the receipt of the authority letter, the storekeeper makes an entry in receipt and
delivery register and prepares gate pass/challan in triplicate. Two copies of the same are
handed over to the authorised person The authority letter is pasted on the back of the
triplicate copy of the gate pass/challan.

8. Certification of materials: The desired goods are then taken out from the store. The
authorised person counts and verifies the goods. The goods are then loaded in the
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truck/wagon/ handcart or on any means of transport, After loading the goods, one copy of
the challan form/ gate pass is given to the gatekeeper who after checking the goods, allows
the truck/ wagon to go outside the premises of the storehouse.

Functions of Stores Department

1. To receive the materials and goods.

2. To check the goods for quantity as per suppliers invoice challan or packing list.

3. To compare the supplier's invoice quantities with the quantities stated in the purchase order.

4. To make an entry in the goods receipt register.

5. Return transporters delivery note after making proper and suitable entries thereon.

6. Arrange for inspection and ensure that the inspection is done without undue delay.

7. Raise goods inwards note also called goods receipt note (GRN).

8. To notify purchase department of the arrival of goods.

9. To notify indenters of special purchase requisitions.

10. To take action regarding the excess supply, defective and shortage supplies.

11. To take action regarding rejected items.

12. To deliver materials to the appropriate stores.

13. To keep the stores in proper order and in the manner prescribed.

14. To issue the materials on proper authorisation and to proper persons only.

15. To inspect the stores on their receipt and ensure that they use in proper condition.

16. To make maximum utilisation of available space in the store.

17. To replace the stores from time to time.

18. To ensure that each item is kept in the correct bin and shelf.

19. To take all possible precautions to prevent pilferage of materials.

20. To dispose of obsolete stores no longer needed due to change in design or other matters.

21. To maintain stores and up to date records of materials received and issued.

22. To arrange stores in such a manner that they are easily traceable

23. To ensure regular supply of materials to the stores as well as production departments.

24. To advise the management or day to day offer of the stores department.

25. To ensure the safe custody of all the stores.

26. To control materials cost by cutting down the cost of retention of material.

27. To ensure reduction in the wastage of materials.
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Duties and Responsibilities of the Storekeeper

Duties of a storekeeper represent his moral and legal obligation whereas the responsibilities
refers to an act of doing things without detailed go dance but for which one may be normally
accountable.

(A) Duties of Storekeeper
1. Allocation of space: Storekeeper should allocate space for the different materials so that all

materials may be easily located.

2. Maximum use: Storekeeper should utilise the storage space to the maximum extent
horizontally and vertically.

3. Material Handling: Storekeeper should devise the best storage and handling equipment so
that materials may be efficiently stored, handled and issued.

4. Easy Access: Storekeeper should so arrange store items as to give easy access to all items
while conserving storage space.

5. Storage: Storekeeper should store all materials received from the. Receiving department of
the production department promptly in an orderly manner according to stores classification.

6. Issue of materials: Storekeeper should issue all materials promptly avoiding bottlenecks.

7. Authorised requisitions: Materials should not be issued except on the basis of authorised
requisitions.

8. Bin cards: All receipts, issues and balances should be promptly recorded on the bin cards.

9. Orderly check on physical and bin balances: There should be constant and orderly check
between the bin card and physical balances. all discrepancies between them should be
promptly reported to the cost accounting section.

10. Stocking the materials: Materials should be adequately maintained by arranging for
covering, lubrication, cleaning, etc. according to the nature of the material.

11. Obsolete items and slow moving items: These items should be duly reported for disposal
or revising the re-ordering level and the standard ordering quantity.

12. Re-ordering levels: Purchasing and manufacturing requisitions should be initiated when
the stores level falls to the reordering level.

13. Protection and preservation of materials: Materials should be duly protected and
preserved. It is the duty of storekeeper to protect it from hazardous conditions, weather,
pilferage, etc. and preserve the same.

14. Co–operation: Co–operation should be extended to the materials control, cost accounting
and production departments in their joint endeavour to control materials.

15. Year ending inventory: Proper arrangements should be made for the year ending
inventory taking.
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16. Fire – fighting equipment: The fire fighting equipment should be properly maintained and
kept ready for use.

17. Receiving materials: The primary duty of the storekeeper is to receive the materials from
the supplier as per purchase order.

18. Supervision: The storekeeper must coordinate and supervise the work of the staff under his
control as he is head of the store dept and manages entire department.

20. Recording Bin card balances: Recording bin card balances when materials are received &
stores requisition when materials are issued. These documents are forwarded to the stores
accounting section which is now in a position to compare the store's ledger balances with
the bin card balance.

21. Other Duties:

(a) Fosters client relationship

(b) Communicates with vendors

(c) Communicates with employees.

(B) Responsibilities of Storekeeper

1. Receiving the materials: The storekeeper is responsible for materials which he receives
hence should receive them on proper authorization and should satisfy himself regarding
quality, quantity, value, etc.

2. Right place: The storekeeper is also responsible for keeping the material at the right place
and in the prescribed manner.

3. Issue of stores: Issue of stores is an important duty of the storekeeper which act as his
responsibility to compare the issues. The issue made should be through proper written
authorisation.

4. Proper Recording: The storekeeper is responsible for every theft, pilferage, damage &
spoilage in the store, so he should keep proper records of materials.

5. Co-ordination with other Dept.: It is the responsibility of the storekeeper to keep
coordination with other departments in the interest of smooth functioning of the
organisation.

6. Identifying the materials: Again it is the responsibility of the store keeper to indent the
materials i.e. placing an order for the fulfilment of the gap made in the store department.

7. Dispatch of materials: It is the responsibility of the storekeeper to dispatch the finished
goods to the dispatch dept. as per the specification.

8. Co – operate materials and production department: It is an important responsibility of
the storekeeper to co-operate with both department for effective stores organisation.
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9. Receiving the materials: Storekeeper usually performs the service functions of receiving
the materials after they are purchased or manufactured so he should maintain proper
records of materials so that the inventories are instantly determined.

10. Inspection of materials: Storekeeper is also responsible for getting materials received
inspected by the experts and obtain the necessary certificate.

1.5 PRESERVATION OF MATERIAL

Preservation means the protection of stores from fire, rust, corrosion, dust, theft, weather, cold,
moisture, etc. in order to maintain them at their original value and quality.

Preservation of materials can be defined as “The maintenance of the original value and maintain
the storage cost, production cost and production quality.”

Without proper preservation of stores, the production work might be endangered.

If a storehouse serves unit at some distance away or even overseas, care must be taken that the
items are protector and packed in a suitable manner

In cases where preservation and packing are subject to a complete specification, it is the store
keeper’s duty to see that the specification is fulfilled.

Securities Measures and Precaution for the Preservation of Materials

1. Arrangement of materials in a systematic manner as per the or classes of materials.

2. To give attention as per the value and the quantity of material i.e. Inventory control (ABC
Technique).

3. Proper material handling techniques and devices.

4. Giving proper attention to the material as per the characteristic and nature e.g. for
perishable product special cooling temperature – refrigerator.

5. Proper maintenance and precaution.

6. Firefighting instruments – Proper knowledge of using and handling.

7. Follow proper instruction and guidelines e.g. Keep away from sunlight, fire, etc.

8. Keeping under proper supervision and control – the issue of materials as per department or
section.

9. Proper record keeping and maintenance.

10. Perpetual inventory control system or periodic inventory control system.

11. Proper safety and security measures i.e. CCTV and security guard.
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How to Preserve the Following Materials:

1. Footwear:

(a) Change the insoles frequently after a period of time.

(b) Don’t wear the same pair of shoes daily.

(c) make use of shoe horn instead of applying pressure with your heel to the back of your shoe

(d) Wear socks with your shoes as foot sweat contributes a great deal to the destruction of
inner soles.

(e) Keep footwear away from pets as footwear left unattended become chew toys for pets.

(f) keeping water out of your footwear helps to ensure a longer life of the footwear.

(g) Keep the footwear clean as built up dirt on a footwear will have its demise.

(h) Protect the soles of the footwear from damage to ensure a long-lasting footwear.

(i) To clean the shoes/footwear scrub them by hand.

(j) Stuff the footwear with newspaper to prevent alleviating smell, dry rot and preserve
their shape.

(k) Keep your footwear away from sunlight while storing instead neatly line them up in
pairs on a shelf with ample breathing room between pairs.

2. Cloths / Garments:

(a) Avoid using chlorine bleach on clothes as it weakens the thread quality.

(b) Try not to use a dryer at all.

(c) Fold garments neatly and place them in at the proper place.

(d) To avoid folds, creases spoiling the line of clothes don’t hang such clothes, instead,
roll them and keep.

(e) Always remove the plastic garment bags from the dry cleaner immediately as these
bags do not allow the garments to breathe properly.

(f) Never put worn items back in the closet next to clean garments.

(g) Don’t allow leather and denim clothes to come in contact with other clothes.

(h) Never store garments in:

– Basements where the temperature and humidity levels are inconsistent.

– Plastic Bags.

– Near a sunny window.
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(i) Always wash clothes in cold water.

(j) Try to keep like colours clothes are washed with like colours clothes.

(k) Zip up jeans and hoodies before washing them.

3. Jute: Jute is a natural fibre found in clothing, luggage and home furnishings. The jute plant
grows tall. Jute needs to a plain alluvial soil and standing water. Monsoon offers a suitable
climate for growing jute.

Jute and jute articles or goods can be preserved in the following manner.

(a) Use a soft bristle brush and a dab of water to immediately clean spills on jute carpet.

(b) Clean liquid spills on jute rug by blotting.

(c) Vacuum jute articles or goods to prevent dirt accumulating in the jute fibres.

(d) Dry any wet spills on jute immediately with dryer or fan.

(e) Do not use household cleaners, wet shampoo on jute goods.

4. Electronic gadgets: Electronics are sensitive items and since it contains a couple of
individual parts and pieces, these devices would certainly require special care when they
are stored.

Electronic gadgets can be preserved in the following ways.

(a) Before storing it, be sure to back up all data that your device contains to an external
hard drive.

(b) As much as possible, disassemble your gadgets while storing them.

(c) Clean every piece with compressed air dusters which would clear out debris and dust
that accumulates in electronic gadgets before storing.

(d) Cover your gadgets which would prevent the accumulation of dust in your gadgets.

(e) Avoid storing electronics in the conditions that are very hot, humid, cold and windy.

(f) Use guidelines developed by the IT suppliers.

5. Glass:

(a) Always use two hands to carry any glass object.

(b) Appropriate gloves should be worn when there is a risk of breakage of glass.

(c) Avoid physical stress to glass.

(d) Avoid over-tightening clamps i.e. glass holdings.

(e) Keep away glasses from shelf edges were they are stored.

(f) Hold glass material with a towel.

(g) Never put or place the glass with force anywhere in the stores.
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(h) Never place bottles directly from the freezer into warm water baths.

(i) Wash glassware as quickly as possible after use.

(j) Rubber mats near sink can also help to reduce the risk of breakage of glass.

(k) Be sure that glassware is kept away from the edges.

(l) Never use worn out cleaning brushes, they can scratch or abrade the glass.

(m) While drying glassware place them on towels, lined baskets or slip resistant pads.

(n) Never overload sinks, dishwashers or soaking bins.

(o) whenever a new glass item is used, wash it properly before use.

(p) Always keep glass objects away from excessive sunlight.

6. Coal:

(a) Preserve coal in a coal bunker which is made from materials like hard plastic or
galvanised steel.

(b) One can use the old dustbin to store and preserve coal.

(c) Coal scuttles and buckets provide an easy and attractive way to store a small amount
of coal indoors.

(d) Coal can be stored and preserved by placing them in basements or cellar.

(e) Do not keep coal close to wet places as it would damage the coal.

(f) Always keep coal away from the sunlight i.e. in dark storage.

(g) Coal should be stored at a place were the coal can breathe.

7. Petroleum product:

(a) Don’t leave the light on when you’re not using them as a fair portion of electricity is
made by burning petroleum.

(b) Find ways to save gasoline e.g. walking, cycling, car-pooling, using public
transportation, etc.

(c) Use products that are made locally as shipping goods involve a large amount of fuel
consumption.

(d) Reduce the usage of plastic bags or plastics which are made of petroleum.

(e) At traffic signals, don’t keep your vehicles running at a red signal.

8. Fruits and vegetables:

(a) Keep ethylene-producing foods away from ethylene-sensitive foods.

(b) Keep unripe fruits on the counter, once they ripen move them to the fridge.

(c) Keep potatoes, onions and tomatoes in a cool, dry place but not in the fridge.
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(d) Store salad greens and fresh herbs in bags filled with a little air and sealed tightly.

(e) Citrus foods like oranges, lemons should be kept in a cool dark place away from direct
sunlight.

(f) Avoid washing berries until right before you’re ready to eat them.

(g) If you notice any rotten produce compost it immediately before it starts to spoil the
rest of produce.

(h) Store leafy veggies in covered glass containers lined with paper towels as they start to
spoil as soon as they are picked.

9. Iron and steel:

(a) Greasing and oiling will protect iron and steel from rusting.

(b) Painting, plastic coating or varnishing will also protect them from rusting.

(c) Metal plating is also used as corrosion resistant.

(d) Tin plating can be used to preserve steel.

(e) Processes such as galvanising and alloying can be used to preserve iron and steel.

(f) Use of Anti–rust solutions i.e. alkaline chromate and alkaline phosphate can be used to
preserve and store iron and steel.

10. Sugar:

(a) By accommodating sugar bowl with a bowl of water can help to preserve the sugar.

(b) Placing of cloves in the sugar container can help to preserve it.

(c) Placing of Bay leaves ( Tej Patta ) can help to preserve sugar.

(d) Place a dry peel of lemon in the sugar container can help to preserve sugar.

(f) The container in which sugar is kept should be packed tightly in its tin or lead.

11. Wheat:

(a) The trick to wheat storage is to keep out the oxygen, keep it cool and dry.

(b) The best way to store bulk wheat is to buy it in pre – sealed plastic storage pails.

(c) Avoid storing wheat in cardboard boxes as they allow moisture inside and encourage
mold growth.

(d) Wheat stored in ziplock bags in the freezer will remain bug-free indefinitely.

(e) Dry ice and oxygen absorbers can also be used to preserve wheat.

12. Cotton:

(a) Never store cotton in direct sunlight as exposed part would get faded.

(b) Do not store cotton in basements as the temperature there is not stable.
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(c) Do not apply excess soap to cotton cloths and if applied, then ensure that it is properly
washed off.

(d) Do not use dryer to dry cotton cloths

(e) Cotton should be protected from fire and water.

(f) Use naphthalene balls to protect cotton from odour.

(g) Regular inspection and occasional exposure to sun rays help to protect them.

13. Explosives:

(a) Explosives being hazardous should be stored in a cool and dry place away from direct
sunlight.

(b) They should be handled with utmost care and only by the authorised personnel.

(c) They should be stored away from other materials in stores.

(d) They should be stored in proper containers with contents clearly marked.

(e) Store empty barrels separately and full barrels in an upright position.

(f) Post signs prohibiting smoking, open flames and other ignition sources in areas.

(g) Ventilate all storage areas properly.

(h) Ensure that all electric fixtures and switches are explosion proof where explosive
materials are stored.

(i) Provide the appropriate fire extinguishers for materials at/on site and keep fire
extinguisher stations clear and accessible.

14. Leather goods: With the inflated price and the luxurious reputation of leather goods,
proper leather storage techniques are necessary to preserve them.

(a) Leather goods must be protected from heat and dryness as they cause stiffness to these
items.

(b) Leather goods should always be kept away from water as moisture and dampness are
harmful to these items.

(c) An airtight place away from sun rays is most suitable for storing leather goods.

(d) Include acid-free paper in with your leather goods when you store them.

(e) Hang leather clothing items to protect them and prevent wrinkles.

(f) store leather in a breathable container.

(g) Apply leather conditioner to preserve leather quality and further quality and further
retain moisture softness.

(h) Place the leather goods in a climate controlled area.

(i) Take leather goods out of their storage area periodically to extend their life.
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15. Rubber goods:

(a) Rubber goods should be kept away from oil, grease, acid, dust, heat, light and air.

(b) Rubber goods should be stored in a dry, dark store room having a low temperature

(c) Rubber goods are generally treated with French chalk which saves them from
hardness and brittleness.

(d) Specially designed racks are most suitable for the storage of rubber goods.

(e) Piling up of rubber goods, one on top of another is not a good method of storing them
and so it should be avoided.

(f) All rubber goods must be stored away from heat producing equipment,

(g) Very moist or very dry conditions should be avoided.

(h) Rubber products should be stored in a relaxed state, free from tension, compression or
other deformation since these may lead to cracking or change in shape.

16. Chemicals:

(a) Chemicals should be kept away from the heat, light and air moisture.

(b) A cool and dry place is an ideal place for storing chemicals.

(c) Air-conditioned room or places having refrigeration facilities are commonly used for
storage of chemicals.

(d) For preserving the acids, proper arrangement for their segregation is most important.

(e) Each stock chemicals container should have a designated storage place and should be
returned to that same location after each use.

(f) Do not keep stock supplies of chemicals or waste in chemical fume hoods it may
increase the risk of a fire in stores.

(g) All chemical containers must be sealed, including bottles used for waste chemicals.

(h) Storage areas should hot be exposed to extremes of heat or sunlight.

(i) Do not store any chemicals except bleach and compatible cleaning agents under the sink.

(j) Stores must have fire fighting equipment that is easily accessible.

17. Textiles: Textiles are susceptible to moths and rats. They are easily destroyed in a damp
climate.

In order to protect them, following measures should be used

(a) To protect them moth proofing, chemicals such as D. D. T. and Naphthalene balls are
in common use.

(b) For storing textiles generally air tight boxes are used.

(c) Regular inspection and occasional help to protect textiles.
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(d) The storage area of textiles should always be clean, cool, dry and dark.

(e) The storage area of textiles should be as free as possible from drastic changes in
temperature and humidity.

(f) Textiles should be stored as clean as possible because dust particles can actually cut
fibres through friction and abrasion.

(g) It is preferable to store textiles flat, subject to minimum folding and pressure.

(h) Stored textiles should not be exposed to light.

(i) Don’t store items in airtight containers.

18. Food grains/Agricultural products: Crops of various kinds are often in stock for long
periods i.e. between harvest & actual consumption. If they are not properly looked after, are
liable to be affected by insect and pests.

The following measures can be taken for their preservation:

(a) Bagged grains must be kept at dry place.

(b) Bagged grains may require dusting with insecticide for prevention at regular intervals.

(c) Spoilage of grains can be avoided through proper drying process.

(d) Smoking is one of the ways of preserving farm produce as it reduces water activity
gradually to prevent bacteria & fungi growth.

(e) Salting and fermentation can also be used to preserve food.

(f) Roasting of grains can be used to preserve grains as it enhances palatability and reduce
antinutritional footers. e.g. peanuts.

(g) Methods such as canning, bottling, irradiation can also be used to preserve and protect
food grains.

19. Cement:

(a) Cement should be stored in a dry and heated building as by its very nature, cement
gets solid if it gets damp.

(b) Cement should be kept off the floor because even in a warm storehouse there will be a
certain amount of condensation at times on concrete floors.

(c) When cement is to be stored for a long period, it should be stored in air – tight
containers.

(d) Lose cement may be stored indefinitely in air – tight containers.

(e) Cement bags should be stacked in piles.

(f) Cement should be removed in order of its storage period i.e. the rule of first in first out
should be followed.
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(g) The walls, roof and floor of the storage sheds of cement should be of water proof
construction.

(h) A minimum number of windows should be area and they should be kept tightly shut.

20. Timber/wood: Timber is highly susceptible to rots insects and fungus. Water and moisture
are also very harmful for timber

Measures that can be taken to preserve timber/wood are:

(a) Rubbing in oil is the most common way to preserve wood.

(b) Apply additional protective products.

(c) Use wood preservatives to add pesticide and fungicide. e.g.

(i) Water repellent to provide additional protection against water.

(ii) Use polyurethane against scratches.

(d) Minimise wood exposure to both moisture and sunlight. e.g.

(i) Swam timber is best stored inside or in open-sided sheds.

(e) Wipe off dirt often since dirt & plant fibres hold moisture and fungus

(f) Stain or paint wood on regular time interval.

(g) Main a good air flow throughout the stocks.

(h) Stacks should be turned over time to time so that each & every part of timber may
have some warmth of sun rays.

(i) It is a general practice that timber is stored about 15 to 20 cm. above the ground level
in order to protect it from moisture.

21. Metals: All metals are more or less liable to corrosion or rust especially iron and steel. But
an exception to this rule is iron casting which may actually be deliberately put outside for
the purpose of ageing i.e. allowing time for the internal structure of the metal to become
fully stable but in this case, surface corrosion is not of any importance

Following measures can be taken to preserve metals:

(a) To keep metals for long period it is necessary to protect them with a coating of oil,
grease or some other such compound which may make them dust and corrosion proof.

(b) Generally, metals should not be stored in the open area.

(c) Metals should be kept away from the sun rays, as they are harmful to metallic goods.

(d) Metals should also be kept away from moisture without coating.



Purchasing and Storekeeping22

22. Tyres:

(a) Storing tyres in piles one on top of another should be avoided as it damages the
internal fabric of tyre because of weight.

(b) Tyres should be kept upright on their treads in suitably designed racks.

(c) Too much heat is harmful for tyres, so they should be kept away from heat sources e.g.
boilers and radiators.

(d) Very moist and very dry conditions should also be avoided.

23. Machinery and equipment:

(a) If there is a need to hold machines and equipment for a long period of time, they must
be kept in good condition.

(b) They may be completely enveloped in an airtight covering or a suitable plastic
material.

(c) A simple variation is a practice of keeping the bright copper wire in polyethene bags.

(e) To keep them in good condition oil coating and greasing at a regular time interval
should be done.

(f) To extend their life they should be periodically exposed to the air.

(g) Some small parts which get corded over the use should be replaced with new ones on
regular intervals.

Importance of Preservation of the Materials

1. It helps to keep the materials safe from all kinds of damage and spoilage.

2. It helps to protect the materials so as to maintain their value and quality.

3. It helps to keep a check on carrying of materials into stores and their availability to different
departments on time.

4. Preservation helps in making available the materials not only in serviceable condition but
also according to the requirement of the department which has ordered them.

5. It helps in protection of materials from all damages.

6. It helps storekeeping in its smooth and efficient functioning.

7. It helps in proper maintenance and record keeping of materials.
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1.6 MATERIALS HANDLING

Materials handling is a necessary and significant component of any productive activity. It is
something that goes on in every plant all the time.

(Material handling means providing the right amount of the right material, in the right condition,
at the right place, at the right time, in the right position and for the right cost, by using the right
method. It is simply picking up, moving and lying down of materials through manufacture)

Handling of materials is an integral part of the production process and hence, it is an important
area of production and materials management. Material handling includes all such movement of
materials from the storage of the receipt at inwards goods stores to the stage of packing and shipping
of finished goods.

Today material handling is rightly considered as one of the most potentially lucrative areas for
reduction of costs. A properly designed and integrated material handling system provides tremendous
cost saving opportunities and customer services improvement potential.

Definition of Materials Handling

“Materials handling is the art and science involving the moving, packaging and storing of
substance in any form.”

Materials Handling

Division of American Society of mechanical engineers.

 “material handling is the movement and storage of materials at the lowest possible cost
through the use of proper method and equipment.”

 “material handling is the art and science of moving, storing, protecting and controlling the
materials.”

 “material handling is an art of preparing, placing and positioning of materials to facilitate
their movement or storage with ease, speed, economy and safety.”

 “Material handling is an art and science of conveying, elevating, positioning, transporting,
packaging and storing of materials.”

 “Material handling means creation of time and place utility.”

Objectives of Material Handling

1. The primary objective is to reduce the unit cost of production.

2. To reduce manufacturing cycle time

3. To reduce delays and damages.

4. To reduce tare weight.

5. To reduce the cost of handling.
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6. Promote safety.

7. Promote productivity.

8. Promote increased use of material handling facilities.

9. Maintain and improve product quality.

10. Improves working conditions.

11. Inventory control.

12. Improve material flow control.

13. Improves productivity.

14. Improves efficiency.

15. Better utilisation of time and equipment.

16. Creation and encouragement of safe and hazard free work condition.

17. Greater safety in the movement of materials.

18. Increased storage capacity through better utilisation of storage areas.

19. Reduces the distance through which materials are handled.

20. Lowers unit materials handling costs.

Principles of Material Handling

1. Orientation principle: It encourages the study of all available system relationships before
moving towards preliminary planning. The study includes looking at existing methods,
problems, etc.

2. Planning Principle: It establishes a plan which includes basic requirements, desirable
alternates and planning for contingency.

3. Systems Principle: It integrates handling and storage activities, which is cost effective into
integrated system design.

4. Unit load principle: As per this handle product in a unit load as large as possible.

5. Space Utilisation principle: It encourages effective utilisation of all the available space.

6. Standardisation principle: It encourages standardisation of handling methods and
equipment.

7. Ergonomic principle: It recognises human capabilities and limitation by design effective
handling equipment.

8. Energy Principle: It considers consumption of energy during material handling.

9. Ecology Principle: It encourages minimum impact upon the environment during the
material handling.
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10. Mechanisation Principle: It encourages mechanisation of handling process wherever
possible as to encourage efficiency.

11. Flexibility Principle: Encourages of methods and equipment which are possible to utilise
in all types of condition.

12. Simplification Principle: Encourages simplification of methods and process by removing
unnecessary movements.

13. Gravity principle: Encourages usage of gravity principle in the movement of goods.

14. Safety principle: Encourages provision for safe handling equipment according to safety
rules and regulation.

15. Computerization principle: Encourages of computerization of material handling and
storage systems.

16. System flow principle: Encourages integration of data flow with the physical material flow.

17. Layout principle: Encourages preparation of the operational sequence of all systems
available.

18. Cost principle Encourages cost-benefit analysis of all solutions available.

19. Maintenance principle: Encourages preparation of a plan for preventive maintenance and
scheduled repairs.

20. Obsolescence principle: Encourages preparation of the equipment policy as to enjoy an
appropriate economic advantage.

Advantages and Limitations of Material Handling
1. Avoid delay and confusion: Location of materials in the store room becomes easier

thereby avoiding unnecessary delay and confusion.

2. Avoid working capital blocking: Unwanted blocking of working capital is avoided by
avoiding overstocking.

3. Regular and timely supply of materials: Smooth working of production department is
ensured by the regular and timely supply of materials to the various department.

4. Steady flow of materials: Material handling ensures uninterrupted production operation by
maintaining a steady flow of materials.

5. Avoid wastages and damages: To conserve material resources within the enterprise by
avoiding wastage and damage material handling contribute to the conservation of national
resources.

6. Minimization of wastages: Material handling ensures minimization of wastages of time,
labour and money due to leakage, theft, pilferage, damage, etc.

7. Proper accounting: Through material handling accounting of all materials in proper
manner becomes possible.
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8. Ascertainment of cost: Material handling helps in ascertaining the cost of storage and cost
of production and enabling the sales department in fixing competitive price.

9. Physical verification and valuation: Through effective material handling physical
verification and valuation becomes easy.

10. Reduced cost: A good inventory stops the accumulation of surplus or expired materials
lead to greatly saving on cost.

11. Improved employee awareness and efficiency: When materials are properly maintained
and stored, they are easy to find and use. Employees should be educated regularly on
correct material handling and storing procedures.

12. Enhanced company image & competitiveness: When materials are managed in an
efficient and methodical manner the results can be noticed almost immediately. Work
efficiency improves and expenses for damages or lost materials reduce significantly as do
customer complaints.

13. A safer and tidier workplace: Once storage areas are designated – especially for
potentially harmful substances such as the chemicals – the workplace becomes safer and
much more conducive to work.

14. Increased customer satisfaction: Increased customer satisfaction because employees can
spend more time seeing to the customer needs rather than hunting for materials or working
with faulty equipment.

15. Increased employee satisfaction: Materials handling increase employee satisfaction as
important material and resource items are close at hand due to organised workplace.

16. Improve efficiency: Materials handling improves the efficiency of a production system by
ensuring the right quantity of materials delivered at the right place at the right time most
economically.

17. Maximise space utilisation: Material handling ensures maximum space utilisation by
proper storage of materials and thereby reducing storage and handling cost.

18. Minimise accident: Effective material handling minimises accident.

19. Improve customer service: Materials handling improves customer service by supplying
materials in a manner convenient for handlings.

20. Other advantages:

(a) Reduces delays and damages.

(b) Reduces tar weight.

(c) Reduces cost of handling.

(d) Promotes productivity.

(e) Promotes safety and improves working conditions.
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limitations

1. Additional investment: Materials handling system involves the additional capital cost i.e.
investment.

2. Lack of flexibility: Once a materials handling system gets implemented, flexibility for the
further changes gets greatly reduced.

3. Vulnerability to downtime whenever there is breakdown: With an integrated materials
handling system installed, failure/ stoppage in any portion of it leads to increased downtime
of the production system.

4. Additional maintenance of staff and cost: Materials handling system needs maintenance,
hence any addition to materials handling means the additional maintenance facilities, staff
and costs.

5. Cost of auxiliary equipment: With the change in the materials handling system, cost of
auxiliary i.e. supportive equipment also increases.

6. Space & other requirements: With the increase in the material handling equipment the
storage space and other requirements also increases.

7. Waste of labour skills: Bad material handling leads to waste of labour skills by using the
skilled workers to do materials handling functions such as loading, unloading, moving and
storing materials.

8. Congestion: Bad material handling leads to congestion of floor space near the machines,
work centres , near gangways, receiving stores, holding stores, etc.

9. Improper handling: Due to negligence or improper handling of materials, damages can be
easily caused to material, boxes, cartoons etc

10. Resulting in Scrap: Bad material handling causes damages to the materials handled,
thereby necessitating re-work or resulting in scrap.

Meaning of Inspection of Materials

The meaning of Inspection of materials means checking the quality and quantity of the materials
with the specification. Inspection in storekeeping means comparison or checking the quality, form, or
size of materials received in the store with mutually agreed standard. Inspection of materials is one of
the important tools of quality control.

Receiving section check the materials and goods with the specified standard in the form of the
quality, quantity, shape, price, etc. store department inspect the materials carefully and ensure that, the
goods received are in accordance as per the details given in requisition form, that the

1. Goods are not damaged.

2. Goods are properly packed



Purchasing and Storekeeping28

Goods received in the stores must be inspected. Inspection is done by the authorised and qualified
person. The inspecting person must be a knowledgeable and experienced one. Inspection officer may
be a storekeeper himself, foreman, mechanical engineer, store controller or any other person so
deputed by the management, who generally inspects the materials received and ensures that there is
proper availability of the material, which is received in a proper condition. The aim of inspection of
materials is to prevent the non –standard items.

Importance of Inspection of Materials

1. The store manager can understand that what materials are actually received as per the
specification or order.

2. To check the quality as per the specification and according to that take action (for inferior
or damaged product refund or cut down the process charged).

3. To check or inspect the materials during the time of transit and handling so not becoming
damaged or spoilt.

4. Intimate the purchase officer about the materials needed in the stores as early as possible.

5. There must be a Proper arrangement of receipt and issue of materials.

6. To keep a proper record of materials received and issued (physical verification and actual
recording in bin card ).

7. To make purchase and store staff always watchful against irregularity.

8. To utilise invested money properly.

9. To ensure that only those goods that were ordered have been received.

10. To ensure that there is no damage caused to the goods–in–transit.

11. To achieve saving because of the lower cost cure.

Methods of Inspection of Materials
Inspection of materials is to be used in different stages:

(a) Inspection of raw materials and semi-finished goods.

(b) Inspection during the manufacturing process.

(c) Final inspection of finished products.

Methods of Inspection

1. Visual Examination: The inspection may be a visual examination as to quality or may
include the chemical as well as mechanical tests. Visual method is the most common
method employed of examination all those materials where quality can be verified looking
at the material.

2. Chemical Examination: This type of inspection is performed on various types of
chemicals and other materials. The method is, however, not employed for store inspection.
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3. Mechanical Tests: These are performed on the incoming raw material in stores. Various
types of measuring tools such as steel rule, micrometre , dial gauge, go and not go gauges
and other production gauges and even x-ray techniques are employed to determine any
defect or the irregularity in the size or strength specification of various materials. The main
objective is to determine the strength of the material or their specification where the
precision of dimension is desired.

Visual inspection may in a store’s receiving department, depend on the nature of goods.
The inspection may cover routine check of brand or trademark to chemical and physical
laboratory test. Test certificate for lifting tackles, chains, boilers and gas cylinder must also
be secured. For physical and chemical test the assistance of laboratory or workshop is
sought.

Liquids may be mechanically examined for their density and at the site or to be received in-
store department is usually tested by means of hardness test.

4. 100% Inspection: This type will involve careful inspection in detail of quality at each
strategic point or stage of manufacture where the test involved is non-destructive and every
piece is separately inspected. It is a costly method. There is no sampling error. Hence
complete accuracy of influence is seldom attained.

e.g. Jet engines, Medical & Scientific equipment.

5. Sampling Inspection: In this method randomly selected samples are inspected. Sampling
inspection is cheaper and quicker. Is requires less number of inspectors, This type of
inspection governs wide country due to the introduction of automatic machines or
equipment which are less susceptible to chance variable and hence require less inspection,
which has less precision importance and is less costly.

e.g. Flexible strength, resistance capacity, compressibility, etc.

Advantages of Inspection

1. Use of quality goods/materials.

2. Increase of goodwill.

3. Cuts down repair and renewal costs.

4. Production of standardised goods.

5. Achievements of various savings.

6. Increase in profitability and employment.

1. Use of quality goods/materials: Through inspection, the use if the quality materials is
ensured. This facilitates manufacture of quality products.

2. Increase of goodwill: The goodwill of the business concern is enhanced due to high-
quality production. The cost of production also reduces at the lowest, since the inspection
will assure the quality of materials.
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3. Cuts down repair and renewal costs: Supplying production department with standardised
items reduce the cost of depreciation and cuts down repairs and renewal costs.

4. Production of standardised goods: An industrial concern which uses inspection of raw
materials becomes capable of manufacturing standardised goods.

5. Achievements of various savings: Savings are brought because of the lower cost curve.

6. Increase in profitability and employment: Inspection of materials raises of profitability
and increases production which leads to greater opportunities for employment. If we look in
a wider perspective, the social income will increase per capita income will go up and will
be all around national economic prosperity.

Limitations of Inspection

1. Inspection adds to the cost of the product but not for its value.

2. It is partially subjective, often the inspector has to judge whether a product passes or not.

3. Fatigue and monotony may a affect any inspection judgement.

4. Inspection merely separates good and bad items. It is no way to prevent the production of
bad items.

1.7 QUESTIONS

1. Define storekeeping and explain its objective.

2. Explain the various functions of storekeeping/ storekeeper?

3. Explain the duties and responsibilities of the storekeeper?

4. Explain the various stages in storekeeping?

5. Explain functions of the receiving section of store department?

6. How to take care of cloth/ cotton/ garments/ materials/ jute/ footwear?

7. Explain the Measures taken for taking care of materials?

8. Explain the objectives of materials handling?

9. Explain various principles of material handling?

10. Note on inspection of materials.

11. What is the importance of inspections of materials?

12. What are the methods of inspection of materials?
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