








I. GENERAL

In order to work productively, craftsmen must have needed parts and materials on hand.  To that end, Facilities Maintenance, Main Campus installation and repair vehicles are stocked with a fixed stock called “Truck Stock” which is a combination of “Consumables” and “Chargeable Items”.  

II. DEFINITIONS

A. CONSUMABLES consist of those items that are not charged to individual work orders.  They are frequently used maintenance supplies and materials which generally meet at least two of the following criteria:

1. Commonly needed in the field in small quantities for routine job performance.

2. Nominal unit value generally under about $0.50 per item/quantity used on a job.

3. Issued in bulk (i.e., box, roll, pound, etc.) but used in fractions of a unit of issue.

B. CHARGEABLE ITEMS are those items that are authorized as truck stock items but which must be individually accounted for as they are used by charging them against the applicable work order.  They are commonly used but of more value than consumables.

C. TRUCK STOCK consists of CONSUMABLES and CHARGEABLE ITEMS. 

III. RESPONSIBILITIES

A. Department managers will authorize the stock to be maintained on each truck.

B. Craftsmen will document use of truck stock and will see that stocks are maintained.

C. Departmental staff will prepare Central Warehouse orders from work orders and/or stock reorder lists.

D. The Central Warehouse will stock truck stock and fill replacement orders in a timely manner.

E. The Facilities Services Purchasing Agent in Utilities Services (FS Purchasing Agent) will administer this program.

IV. PROCEDURE

A. General

1. A list of the stock to be maintained on a truck will be kept on each truck.  It will specify the quantity to be maintained and indicate whether the item is chargeable.

2. Certain items fit the criteria of being truck stock (routinely used, needed quickly) but are not easily kept on a truck (e.g. too bulky to always be on a truck).  These items will be kept in the shop stock or Facilities Services Warehouse stock and controlled in accordance with these procedures.   

3. Items should be stocked in quantities adequate to not run out during the time it takes to process a reorder.  Rule of thumb would be minimum of a week’s supply.

4. The FS Purchasing Agent will keep the master list.  Changes must be authorized by the department manager and will be made by the FS Purchasing Agent.
5. The list of stock kept on each truck is maintained in an Access database.  The “Print Truck Contents” button from the database’s main menu allows the user to access stock lists for each truck.  

B. Chargeable Items

1. Chargeable truck stock will be charged to the work order on which it is used.

2. Craftsmen will document use of chargeable items used from truck stock by inserting the appropriate bar code listing on each work order but not for surplus material/equipment. 

3. Items ordered from the Central Warehouse (not used from truck stock) to complete a specific job will be charged to the work order on the Central Warehouse ticket.  Do not list these items on the work order.

4. Departmental staff will tabulate the chargeable items used. This will:

a. charge the items to the work order and 

b. generate a replacement order to the Central Warehouse.

C. Consumables

1. Consumable truck stock will be charged to the truck’s account.  Where an auxiliary supports a truck, the account will be the auxiliary’s, otherwise it will be the shop’s account.

2. Consumables will be used as needed in the performance of jobs and will be routinely replaced as on-hand quantities are depleted.  

3. Individual consumable items (i.e., 3 wire nuts, two feet of tubing, etc.) will not be charged to work orders.  

4. If extraordinary quantities (Rule of thumb – more than half the amount in a box, roll, etc.) of consumables are required for specific jobs, the consumables will be obtained from the Central Warehouse.  The Central Warehouse ticket will reference the work order.  So, these items should not be listed on the work order itself or the stock reorder list.

D. Restocking 

1. The Central Warehouse will maintain supplies of all items authorized as stock to assure that these frequently used items can be readily re-supplied as they are used in the field.  Once suitable demand experience is established, stock levels at the Central Warehouse will be adjusted periodically (according to demand and order/ship time experience) to assure that all requests for consumables replenishment are satisfied from stock on hand.

2. On a regular basis departments will place orders to the Central Warehouse to restock trucks.  The order will properly identify the trucks and appropriate account numbers.

3. Items stocked in bulk (i.e. box, roll, bag, etc.) should be reordered before the entire supply is used up. Replacement stock will be ordered in bulk.

4. Replenishment requests may not exceed the approved quantity to be stocked on the truck.

5. The Central Warehouse will deliver the stock to the departments with the items for each truck packaged separately.

E. Auditing

1. Quarterly, the stock on each vehicle will be counted.  The quantities will be documented on count sheets.

2. Each department will determine the shortages and restock the trucks to the authorized levels.  A report including the count sheets, PM work order number, date completed, employee’s signature, and an itemization of the shortages will be provided to FS Purchasing Agent.  The FS Purchasing Agent will analyze the reports and prepare a summary with significant discrepancies identified for the Executive Director and the Assistant Director, Utilities Services.
3. Items stocked by the box, roll, etc. should be considered accounted for if at least a partial package is present.  The exact quantity does not have to be counted.

4. The stock will be subject to random audits by Facilities Administration.
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