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Revision no. 01

This procedure is applicable to all SMSA warehouse personnel involved in the
Inventory/Daily Cycle Count. The scope of daily Cycle Count/Inventory covers the
quantity and quality aspects of the products. If any products that found with quality or
quantity related problems during the stock check shall be reviewed and fixed ASAP.

No. Term Description
3.1 SOP Standard Operating Procedure
32 & And

4.1

4.2

NSIBIL

The Warehouse project Manager/Administrator shall be responsible for the
implementation and update of this procedure to fulfill operational and customer
requirements.

It is the responsibility of Inventory Clerk for the execution and implementation of the

procedure.

Inventory Clerk shall be taking charge of the process of Daily Cycle Count/Inventory
in SMSA warehouse and report to warehouse manager/administrator if there are any
stock discrepancies and any items found with quality related issues.

5.1 Customer will share the list of items that to be checked for Daily cycle
Count/Monthly Inventory. Also the inventory for whole stock shall be done on
quarterly basis or as required by customer.

52 Upon receiving the list, Inventory Clerk will create Daily Cycle Count form/generate
the Location Identifier Report from STAX.
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3.3 Annexure-A-Daily Cycle Count form shall be used for Daily stock check and
Location Identifier will be used for Monthly/Quarterly Inventory.
5.4 Inventory Clerk/SMSA representative then start physical count of the items from

location to location along with customer representative.

35 After finishing the physical count, the stock count shall be reviewed and signed by
both SMSA/Client representatives as an acknowledgement. If any discrepancies
found during physical count, then it will be signed after the reconciliation of the stock

activities by both SMSA/Client representatives.
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60 RECORD

Title of Record Custodian Retention Period
Daily Cycle Count Inventory Clerk 01 Year
RFD Inventory Clerk 01 Year
Location Identifier Report Inventory Clerk 01 Year

DOCUMENT CHANGE RE
Rev No. | Effective Date Nature of Change Document Change
Request No:
00 03-11-2019 New Document NA
01 2 8N -202) e Periodic Review
e Term 3PL changed to STAX.
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SOP No.:

Annexure-A

Training Document

SOP Title:

SMSA - 4GS o]

INVENTORY { CYCAE

(TO BE USED IN CONJUNCTION WITH SOP No. SMSA-HC18)

Revision No. 0)

COUNT

Trainer : AH ££d (Bee QHAM Emp. No.: {t 040 Sig.: Ah ,_\,‘2 Date : _2F-1{-202)

Place: A OGISTICS 4 ﬁa&l Duration (in hours) :

b 62 Haxs

The above subject information was preserved to me as pa.rt of SMSA training program. I have read and / or
understand the material and have had the opportunity to discuss this material with trainer .
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Annexure-B
(To be used in conjunction with SOP No. SMSA-HC18)

“Read and Understood”

I have read and understood the following procedure:
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