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	Item Coding & Classification Policy
Owner: Director Finance
Department: Purchase



	Brief
	A way of identifying specific items and categorizing related inventory items.

	Purpose
	To facilitate a successful inventory management system and to enable the company to systematically track its inventory or products.

	Scope
	This policy is applicable for all inventory items, supplies, consumables and capital equipments.

	Person Affected
	Purchasing & Inventory department.

	Responsibilities
	Purchasing is responsible for creating item code, name, UOM, description and any amendments required in item database.

	Guidelines
Procedure











Documentation
	

	Prefix
	Description

	1
	Packing Material

	2
	IT Items

	3
	Capex Items (stationery ,Toner ,cleaning,....)

	4
	Administration Items



· Item definition is undertaken for all the goods and services which are procured frequently.
· The following units of measure (UOM) will be used.
· 



Page 1 of 1

image1.jpeg
Express




