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fhe folowing narrative describes the procedure carried out by the clerical staff jn the
warehouse of ap electrical parts distributor:

which is marked on the stock_item card. If the pew inventory level is below the
safe_reorder level, the warehouse clerk writes out a purchase order form, notes the quantity
ordered on the stock item card and passes the purchase order form to the Chief Buyer for

approval and dispatch to the supplier”.

“If there is some inventory, but npot enough to fill the order, (part_ﬁllﬁllment), the
warehouse clerk dispatches the items available, adjusts the stock records and creates a
back_order for the required amount. The back_order is filed in part-number order awaiting
receipt of shipment. If the item has been previously ordered, the warehouse clerk sends an

expedite_delivery notice to the Chief Buyer. If the item is not on order, a purchase order
form is prepared”.

“If the item is completely out of stock, a back_order is created and filed as above and the

clerk sends an expedite_delivery notice to the Chief Buyer whether or not the item is
already on order”. ' |
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