	[image: image1.jpg]




	
	ADMINISTRATIVE POLICY

MANUAL

	SUBJECT :
General Services


      Warehouse Operations
	Chapter:  21

	
	Section:  21.7

	REFERENCES: 
	Page:  3 of 3

	
	Revised Date:  04-15-16



WAREHOUSE OPERATIONS
I. PURPOSE
The department warehouse provides a central location for the receipt, storage, and distribution of items requiring special or bulk handling, and program-specific items as needed.  Limitations on the items housed in the Warehouse are necessary in order to utilize the Warehouse to optimal capacity.
II. SCOPE
Department-wide.
III. POLICY
The department warehouse is responsible for the receipt, storage, and distribution of materials, supplies, equipment, and literature.
IV.
PROCEDURES
A.
Warehouse pickup and delivery services to all DHSS facilities are provided as required.  
B.
Requests for:
1. Pickup of items for delivery to the warehouse and retrieval of stored items must be submitted to the warehouse on a Work Order Form (DH-61).  See Administrative Policy 21.3 – Attachment A for instructions in completing this form.
2. Office supplies available at the warehouse and not available in a building central supply area must be requested on a Purchasing Request Form (DH-10).  A list of supplies available at the warehouse is located on the Department’s Intranet (http://dhssnet/).
3. Literature must be submitted on Request for Literature Form (DH-47) which can be found on the DHSS intranet by going to Resources, Literature List and clicking on the PDF form; or by clicking the following link http://dhssnet/Warehouse/IntranetSupplies.html
4. Vaccines must be submitted on an OFABS-1 form.
C. Storage of records is no longer accepted at the warehouse.  Records must be stored with the Secretary of State according to its Record Management Program.  The Secretary of State’s Office will transport records in Jefferson City, while the warehouse will transport records for other areas.
D. Vaccines or other biological items requiring refrigeration are shipped only Monday through Thursday unless otherwise specifically requested by the program/bureau chief.
E.
Items that programs need to have stored at the DHSS warehouse must be submitted on a DH-61 work order form.  It must state what the items are and the number of each item.  Warehouse staff will transport the items.  When received at the warehouse, staff will check quantities; assign a storage number(s) to the item(s); and record the storage location.  The supply manager will enter information in the warehouse database and notify the program of storage number(s).
F.
Archive boxes may be requisitioned from the warehouse.  The archive box “item number” is 3553 and must be used for archiving purposes only.
G.
Items shipped directly by a supplier are stored in the original cartons.
H.
Fixed assets are held in the warehouse for a maximum of one year.  If no request is received for the item within one year, the item may be disposed of in accordance with State Surplus Property procedures, a copy of which is available for review at the Warehouse.  Programs are notified prior to the release of items to Surplus Property.
I.
A reorder point is designated for all items that are held and distributed by the warehouse.  A report is generated and sent to programs when reorder points are reached.  Programs are responsible for reordering the item(s) if required.  If an item is to be discontinued, programs must notify the warehouse.
J.
When making purchases for items to be stored at the warehouse, programs must notify the warehouse when delivery to the warehouse has been requested.
K.
The warehouse notifies programs when orders are received from vendors.  Programs are responsible for completing the receiver document in the SAM II system, if required.
L.
When a program revises a form or literature that is distributed from the warehouse, the warehouse must be notified that a revision has been made.  This includes forms with new numbers that replace obsolete or re-titled forms.
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