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	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 to all inventory items, supplies, consumables, and capital equipment.

	Person Affected
	The departmental head / Supervisor - Finance

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

	Guidelines
Procedure











Documentation
	
· Item criteria will be created by the finance team according to the nature of the item and will be most probably numerical.

· Item definition is undertaken for all the goods and services that are procured frequently.







[bookmark: _Hlk153133482][bookmark: _Hlk155603815]Page 1 of 1	                Uncontrolled copy if printed	

image1.png




