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7.3 STOREKEEPNG PERSONNEL. EQUIPMENT AND INSURANCE

731  Seect and gppoint the best available personnd. and give them clearly defined job
descriptions, respongbilities and ingtructions. Provide training in all major storage aspects.

7.3.2  Storekeepers nmust recognize their responsbility to take proper care of the goods
entrusted to them, from the time of arriva to the time of issue. They must be managers,
supervisors and inspectors, as well as recordkeepers.

7.3.3 Provide day and night security guards, and other personnel necessary for 24-hour
protection of the warehouse and its contents.

7.3.4  Tofulfil their duties effectively, warehouse personne require planned working hours
and shifts, prescribed standards for good job performance, and good office support, tools and
equipment. Regular staff meetings are advised, to give instructions and exchange information
on protection and quality assurance matters.

7.3.5  Provide adequate supplies and equipment, as follows:

(a) sufficient quantities of forms, ledgers and other stationery to keep proper storage records;
(b) small tools for opening cases, such as hammers, pliers, crow-bars, steel cutters,

(c) spare sacks, needles and twine, and other small containers or cartons to repack supplies
where packaging has been damaged;

(d) scaes for weighing commodities, sieves of suitable sizes, and two-whedled hand trolleys
for moving supplies in the warehouse;

(e) brooms, dust pans, brushes, refuse bins for cleaning the warehouse and disposing of
collected waste; and

() firgt ad kit, flashlight, fire extinguisher and other firefighting equipment, both insde and
outside the storage building.

7.3.6  Examine needs for power generators, and equipment such as forklifts and conveyors
to handle large quantities of supplies or heavy items. Get expert advice to help identify needs
and develop specifications. Always overestimate the capacities required

Chart 7.E SECURITY AND SAFETY MEASURES
Exercise strict control of keys.
Restrict access to the storage area to authorized personnel only.
Check vehicles leaving the warehouse compound.
Prohibit smoking in the warehouse. .

Provide conveniently located firefighting equipment.

o gk~ w DN e

Prescribe responsibilities and action in case of fire.
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by at least 30 per cent. Particularly in large warehouses, where whole pallets must be shifted,
a forklift may be essentia. Consider the maximum height required and the type of power
(petrol, diesd, electric) -in some cases, exhaust fumes must be avoided.

7.3.7  Usedunnage, or palets, to raise supplies off the floor whenever possible. Dunnageis
mandatory in stores lacking proper floors or where moisture can penetrate, and for all bagged
foodstuffs to permit air circulation. If wood is available localy, place stored supplies on loose
planks or build pallets; otherwise, use thick woven mats or plastic sheeting under the stacks.
Pdllets should be clean, level and free of projecting nails or splinters. If wooden pallets are not
readily available, request SFAS at Headquarters to have suppliers state on Bills of Lading that
pallets used on vessels should be delivered with the shipment to the consignee.

7.38 Avoid dlowing spilled grains or other waste to collect under the dunnage on the
floor, where rodents can feed and insects can breed. Lift dunnage and pallets off the floor
when cleaning.

Chart 7.F PROPOSED TRAINING SESSION FOR STOREKEEPERS

Aim; To provide instruction to improve general storage practices and reduce the
incidence of loss or damage to stored supplies and food aid.

Duration: 3to 5 days.

Topics: . + Stock accounting/ stock records
. Stores hygiene and security
. Stacking of commodities
. .Stock control and rotation
. Inspection of warehouses and stored commodities
. Reporting requirements
. Rodent control
. Insect infestation control

Training . WFP Food Storage Manual and/or Food Storage: Handbook on good
Materials: storage practice.

. Specimen forms for record keeping, stores inspection and reporting.

. Specimens and/or photographs of insect- and rat-damaged
commodities and packaging.

. Examples of insecticides, sprayers, protective clothing, rat traps, baits,
etc.

. Bag sampler, test Seve, magnifying lens, temperature probe, if detailed
commodity inspections and technicalities to be discussed.




Chart 7.G TWO DESIGNS
FOR SIMPLE AND EFFECTIVE
STACKING PALLETS *

Typel
Use 5cm X 10cm board (laid flat) throughout

Five cross pieces

Type2

Use 5cm x 10cm boards (on edge) for runners
and 2.5cm x 5cm strips (1aid flat) for cross pieces

* As suggested in the WFP Food Storage Manual, 2nd edition, 1983
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7.39 Normally, the owner of the building is responsible for building insurance coverage -
third party. liability , fire, water damage, window breakage. The implementing partner assigned
overall responsibility for the goods stored in the warehouse must provide insurance to cover
the goods themsalves against risks, including fire, theft with break and entry, damage due to
natural causes and burst pipes. Please note that no insurance company will cover losses
resulting from pilferage or contamination by pests; these losses can only be reduced through
improved warehouse management and control.

7.4 GOOD STORAGE PRACTICES

74.1 Each storage facility requires a storage plan, to alocate sufficient space for goods
before a consgnment arrives. Idedly, the floor of the warehouse is laid out in a painted grid
pattern, and marked in chak each time to designate the area for each stack. In addition,
maintain a chart of the storage plan, to identify available space at a glance and to locate stored
supplies and their date of receipt easily.

74.2  Never store goods directly against walls, pipes, pillars, roof trusses or partitions
because stacks place unacceptable stress on them, become inaccessible and are subject to
dampness. Separate stacks using straight aisles at least one metre wide, to provide access for
ingpection, cleaning and loading. Keep foodstuffs well separated from other supplies to avoid
damage from contamination. Store fuels-, lubricants and other hazardous substances in a
separate building or a designated, protected area outside the main warehouse.

743  Prepare acleaning plan for the warehouse, comprising the tasks, timing and assigned
daff duties. Include specific cleaning duties in the job description for each warehouse staff
member, and follow up to ensure that the work is done thoroughly, as scheduled. Daily,
remove dl dirt, rubbish and small quantities of dirty spillage unfit for use, and destroy it by
burning (well away from the warehouse} or through the garbage disposal system, if one exists.

744  Stack supplies and food commodities neatly on pallets placed on a clean floor. Pallets
should never project beyond the bottom of the stack. Different items, different packages and
consgnments arriving a different times should be kept in different stacks. Build stacks
carefully to ensure sability, maximize available space and facilitate stocktaking. With
rectangular bags or boxes, the smplest method to «bond » the stack is to orient layers in
different directions. Thiswill prevent the stack from faling over .

745  Goods must be issued in the order in which they were received. Remember this
when planning the stack layout, so that stacks placed earlier at the rear of the warehouse are
easily accessible when it comes time to issue them.

7.4.6  Podtion stacks to benefit from available light and ventilation. Good naturd or
eectrica lighting will make ingpection easier. Ventilation and good air circulation is best for
quality preservation in hot, dry climates. Do not obstruct ventilators.

7.4.7  Limit stack heights to prevent excessive floor loading or pressure damage to the
packaging or the contents, and to avoid excessive floor |oading. Packages can be crushed or
split by compacting caused by the weight of the packages piled above. Excessive weight on
the floor may cause structural damage to the warehouse. Individual stack dimensions at the
floor should not exceed 6 metres by 6 metres, to facilitate inspection and cleaning.

748  Stack packages in their upright position, especialy those containing cans or bottles.
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Chart 7.1 RECOMMENDED WAREHOUSE CLEANING PLAN
Before using the war ehouse:

Thoroughly clean floors, walls, ceiling, partitions, support beams, windows, doors and frames.
Treatment with insecticide may be advised.

Clear weeds and clean up rubbish in the area surrounding the warehouse building, to remove
potential food sources for rodents and to eliminate places where insects may breed.

Always clean any spillage promptly, especialy foodstuffs and oil.

Each day, sweep the floor and dispose of the sweepings.

At the end of each week, clean the building walls and the sides of each stack.

Clean up weeds and rubbish in the area surrounding the warehouse.

At the end of each month, clean the entire warehouse thoroughly, from top to bottom.
As scheduled for periodic cleaning:

Sweep the walls, stacks, and floor, wall/floor joints and al comers.

Clean the roof beams and tops of the walls.

Clean doors, frames and door channels.

Clean in sequence, from top to bottom, and from the farthest point inside the warehouse
towards the door(s).

If walls and/or floors have been sprayed with insecticide, unnecessary or excessive brushing
will removeit.

Chart 7.J CREATE INTERLOCKING LAYERSTO BOND STACKSFOR
STABILITY

Orient rectangular packages or bags in opposite directions in aternating layers
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749  Stack damaged goods separately. Do not stack different types of damaged goods
together. Repair or repack if possible. Issue these first if they are usable.

74.1 In tents or improvised shelters, never alow stacks to touch the fabric of the tent or
the walls or roof of the shelter. In open areas, keep stacks away from the perimeter fence.

7.5 WAREHOUSE OPERATIONS

751  The Chief Storekeeper in each storage facility must exercise due care in protecting
and accounting for the supplies and food aid entrusted to him. The complexity of requirements
will vary , depending upon the size of the facility, the nature of the goods in storage, its position
in the logigtics chain, and the reporting relationships for accountability. Basic operating
standards and controls are, however, essential for good commodity management.

Stores Record Keeping

7.5.2  Maintain records of al incoming and outgoing stock, and stock on hand, and check
them against physica stocks on aregular basis:

The Stock Control Ledger provides a chronologica picture of receipts and issues, source
or destination, quantities and item descriptions. Each entry is cross-referenced to the
corresponding officia receipt/issue voucher, release authorization, truck waybill or other
document which is kept on file to substantiate the action taken.

A Store Card (see Form SFAS/FH-7 in the Forms Annex) is established for each type of
goods or commodity stored in the warehouse. All receipts and issues are recorded,
providing a complete history for the item, and the current total balance on hand.

A Stack Record Card (see Form SFAS/FH-8 in the Forms Annex) is affixed to each
stack in the warehouse, showing the receipt and any issues of the goods in the stack, and
the balance on hand. The reverse side of the card may be used to record treatments
administered to the goods in the stack.

A Stores Inspection Report (see Form SFAS/FH-9 in the Forms Annex) is completed
each time the Chief Storekeeper inspects the warehouse.

7.5.3 Each month, the Chief Storekeeper must submit a Monthly Summary Report to the
person responsible for overall warehouse operations, including stock quantities on hand, and
total receipts and Issues during the month by type of goods. Any significant actions for the
period are reported, such as pest control treatments, losses or repairs. Recommendations for
required repairs, supply re-orders and other information are also made in this report.

Receiving, Handling and I ssuing Stores

754  ldedly, larger warehouses should have separate doors and work areas for receiving
and issuing supplies. This arrangement will diminate any confusion and potentia scheduling
problems when these activities occur smultaneoudly.

755  Every consignment arriving at a warehouse must be counted and inspected carefully
as the goods are being unloaded. L ook for damaged packaging or commodities, and check for
losses:
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Chart 7.L RECORD KEEPING PROCEDURES
1. Use Stock Control Ledgers, Store Cards and Stack Record Cards.

2. Record al receipts, issues and balance on hand. Retain a copy of the receipt/issue
voucher or wayhill for verification.

3. Record al inspections and pest control treatments.
4. Verify records by conducting a physical stock count at least every six months.

5. For any stocked item lost or disposed of, record the quantity, and an explanation of the loss
or the reasons for disposal and the method.

6. Submit a Monthly Summary to the senior officia responsible for warehouse operations.

(@) sackswith holes, or split bags;

(b) broken or partialy open crates,

(c) dented, buckled or leaking drums or cans;

(d) signs of wetness or stains on the surface of bags or cartons; or ~
(e) dgnsof insect infedtation.

75.6  The quantities received should agree with those listed on the waybill, stores
requisition or packing list. Where tampering is evident, carefully check the contents of
packages for missing items. Weigh sample bags of bulk commodities to confirm unit weights.
Take random samples of commodities to check for quality, when appropriate.

7.5.7  Record the number of unitsweight of the goods received, and any amount which has
been damaged or lost. Submit consignment receiving reports to the appropriate authority or
agent, noting damage, shortage, excess or non-conformance, quantities, conditions and any
extenuating circumstances. Initiate insurance clams and follow up on claims documentation
where necessary .

7.5.8 Instruct and supervise porters handling goods in the warehouse, to ensure that the
goods are moved and stored efficiently with a minimum of damage. Never load or unload in
the rain. Provide forklifts and/or conveyors, with trained operators, for large or heavy
consignments. Use trolleys if these are available. Goods must not be dragged along the floor,
dropped or thrown. Do not permit porters to use hooks which damage packaging and bags.

75.9  Only authorized officials may sign a written release order to issue supplies from
storage. On receipt of a release order, the Chief Storekeeper confirms that the supplies are
on-hand and supervises their turnover to the receiver's agent taking delivery .Stored goods are
issued on a ({first-in, first-out)} -FIFO -basis, i.e., the stores received first are issued first
because they have been stored for the longest period. This rule is applied consistently, except
for usable damaged goods, which are aways issued first, regardless when they arrived.
Record the issue in the warehouse records.
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Chart 7.M STORESINSPECTION -WHAT TO LOOK FOR

Building and Area I nspection
Roof leakage or signs of flooding.
Broken windows or ventilators.
Badly fitted or damaged doors.
Cracked walls or floors.

Dirty or dusty interior.

Signs of rodent entry.

Damaged fences.

Broken or burnt out lights.
Inoperative or missing equipment.

Presence of trash, discarded items.

Stores I nspection
Look for spilled commodities.

Look between bags or packages in the stack, along seams, for signs of insects (webs,
cocoons, etc.) or rodent damage.

Look around the stack base and under pallets for signs of insects or rodents (e.g., nests,
droppings).

Look for water damage, mould, caking, discolouration, stained bags or packaging lesks.

Examine stacks for damaged items mixed in with regular stock. Check that damaged goods
are stacked separately in the warehouse.

Check expiry dates on items with limited shelf life.

In stored grain stacks, lift the top bag and feel the bag underneath for heating, which can
indicate germination or infestation in the stack.

Look for swelling or rusting ~s.

Flying insects are usually a sign of heavy infestation -sample foodstuffs as necessary and
examine other stacked supplies more thoroughly.

Watch for signs of theft.
Check in dark places using a good flashlight.
Remember to inspect the outside of the warehouse building and the surrounding area.

For additiona tips on stores inspection, see Annex XXVI.
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7510 A Stores Reguisition/lssue Voucher (see Form SFAS/FH-10 in the Forms Annex) is
prepared in three copies for each release order, with the receiver's agent signing to
acknowledge receipt of the goods. Two copies accompany the issued consignment to their
destination, while the origind is filed with the release order. The receiver's agent obtains the
signature of the receiver at the destination, returning one copy to the warehouse for matching
with the origind Stores Requisition/lssue Voucher to confirm final delivery.

7511 At least semi-annually, and quarterly if possible, conduct a physicd inventory of all
supplies and food aid in the warehouse to verify that the quantities on hand agree with the
guantities shown on the Store Cards and Stack Record Cards. Report any shortages to the
senior official responsible for warehouse operations, and investigate the reasons for these
shortages. Do not delete quantities from the stores records without proper authority to do so.

Stores I nspection

75.12 The Chief Storekeeper must inspect the storage area, the warehouse building and
the storage stacks weekly. Examine stored items carefully and take prompt corrective action
to protect supplies and prevent losses. Storage conditions and retention periods for various
kinds of refugee supplies are shown in Annex XXVI. Complete a Stores Inspection Report
(see Form SFAS/FH-9 in the Forms Annex), indicating al actions required to repair structural
damages or to control commodity damage, and follow up to confirm and record the action
taken.

7.6 STORESINFESTATION AND PEST CONTROL

76.1 To ensure that the material assistance provided ultimately reaches the intended
beneficiaries, in the quaity and quantity supplied, stored goods must be protected against pest
infestation. In addition to other damages caused by excessive moisture or high temperature,
birds, rodents and insects damage as much as 10 per cent of stored cereals on a worldwide
average,; this figure can be as high as 20 to 30 per cent in sub-tropical regions, especialy when
foodstuffs are stored over long periods. To reduce potential losses, susceptible foodstuffs
should never be stored longer than four months. While their danger to food is obvious, pests
also damage fabrics (tents, blankets, cloth, etc.) and the packaging of other items.

7.6.2 Inspect warehouses and stored items carefully on aregular basis. Watch for signs of
infestation. Consider sampling foodstuffs periodicaly. Separate infested stocks immediately
from stocks in good condition. Consult with loca experts in WFP, the government agriculture
department and commercia fumigators. Also, refer to the WFP Food Storage Manual, which
provides detailed explanations and descriptions of pest infestation symptoms and pest control
measures.

7.6.3 Rats, mice and birds destroy packaging, consume foodstuffs and contaminate stored
items with their excrement. In particular, rats and mice are carriers of disease such as
leptospirosis, amoebiass, certain forms of typhus and, through their parasites, they can spread
plague. The best way to prevent infestation is to improve the state of the warehouse and the
surrounding area. Eliminate places where they can gain access to the building, and where
rodents can breed or feed. Traps and poisonous rodent bait can also be placed inside the
warehouse, but use poison with extreme caution if other animals or children are in the area,
and do not permit poison to come in contact with foodstuffs.
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Chart 7.N SAMPLING TECHNIQUE

1. Take samplesfrom dl four sides and the top of a stack of bagged commodities using a
bag sampler. Samples should form an imaginary "W" mark on the surface of the stack.
Remove about five bags at random from the top surface to collect samples from deeper
layers aswell.

2. Weigh the samples.

3. Sievethe entire sample from the stack dowly, alowing insects and grain to pass through.
4. Count the number of insects and identify them.

5. Express the number of insects per Kg.

For example: If a.5.42 Kg total sample was found to contain 8 insects, the number of insects
per Kg equals 815.42, or 1.48 insects per Kg (which indicates heavy infestation).

7.6.4  Employ both preventive and curative measures to kill insects at al stages of their
development - eggs, larvae, chrysdlis, adult. At the same time, remember that the processes
applied must not damage the commodities themsalves, nor present any risk to those engaged in
pest control or to the beneficiaries who will later receive the goods. .

7.6.5  Chemica. methods of pest control have the most widespread use today. Their
purposeistwo-fold :

() to prevent insect damage by diminating any possibility of infestation in foodstuffs or
warehouses; and

(b) to fight infestation by reaching and killing as much of the insect population as possible.

7.6.6  The choice of the optimum pest control product, dosage and method of application is
crucia. This decision should be based on previous experience, or left to an expert. Pest control
advisors should demonstrate knowledge of current methods, techniques and products for pest
control, particularly when selecting chemicas which may be extremely dangerous if not
properly applied. Pending treatment, chemicals for pest control must be kept in a separate
locked store. The pest control team should be trained to use protective clothing and to employ
safe application techniques before administering any treatment.

7.6.7  For prevention, commodities are often sprayed during bagging or loading operations.
Suppliers should indicate when this has been done, specifying the type of product used, the
date of the lagt treatment, and the duration of the protection. This information is helpful for
warehouse personnel when planning future treatments.

7.6.8  Warehouses can be sprayed to prevent infestation. Treatment should only be applied
to clean surfaces, however, as dust absorbs the products used. As a curative




Chart 7.0

Infestation

None None or few insects
found on walls, floors,
beams or any
equipment in the

building.

Light Insects found regularly,
individudly or in twos
or threesin the course
of a prolonged search.

Medium Insects occurring
regularly and
frequently, oftenin
aggregations, but
nowhere so obvious as
to draw attention to

them.

Heavy Insects obvious
immediately on
commencing
ingpection, crawling
actively up walls, etc.

Very heavy

Building I nspection

Insects present in
exceptional numbers.
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Stores I nspection

No signs of insects found
in the course of a
thorough search of the
stack.

Small numbers of insects
occurring irregularly.

I nsects obvious,
occurring regularly
perhapsin smal
aggregations.

Insects immediately
obvious, crawling
actively on the out-side
of the stack, on top or on
the floor around the
base.

I nsects so numerous and
active that arustling
sound can be heard
inside the stack. A thick
band of insects or cast
skins around the base or
on top of the stack.

SIGNS OF INSECT INFESTATION (1)

Sampling
Inspection

No insects found
after sieving many
samples from
different parts of the
stack.

Insects not obviousin
samples before
seving. No more
than one insect per

3 Kgsample, or 10
insects per sack of
70Kg.

Insects obvious in
samples before
sieving. No more
than two insects per
3 Kg sample.

Insectsin
considerable numbers
obviousin samples
before sieving.
Between two and ten
insects sieved from a
3 Kg sample.

Insects obvious
before and after
seving in very large
numbers.
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Chart 7.P PREPARING FOR A PEST CONTROL TREATMENT

1. Clean the warehouse and storage stacks thoroughly before spraying or fumigation. Stacks
must have enough space al around them to permit treatment.

2. Prevent possible leakage to the outdoors by sedling windows, ventilation and doors.

3. Indruct dl people not involved in the treatment application to stay well away from the
treatment area.

4. Display warning notices prominently during treatment.

5. Obey al ingtructions of the pest control team leader.

measure, warehouses may aso be treated to kill insects, but this has no lasting effect because
the insecticide must make contact with the insects to kill them. Apply the treatment at atime
when the insects are most active, usudly just before nightfal. Foodstuffs exposed to
insecticide sprays should not be consumed for several weeks.

7.6.9  Fumigation of bulk foodstuffs is frequently used to eliminate insects at al stages of
their development. The active phase of the insecticide can penetrate and destroy insects
insgde the stacks. Fumigation must take place in a closed and preferably airtight space.
Penetration cannot be fully guaranteed, however, and infested bags in the middle of a large
stack may remain unaffected. Following treatment, the gasis usually diminated spontaneoudy
after a few days of good ventilation. Too frequent treatment is not recommended, and other
measures should be employed subsequently to prevent reinfestation.

7.6.10 Where the evidence indicates that treatment is necessary, supplies and food aid
should be fumigated at the main or district warehouse, before being dispersed to numerous
other locations in smaller consignments. The shipping of infested supplies demonstrates poor
commodity management in the first place. The scheduling of pest control trestments at
numerous sites is significantly more difficult than treating the supplies at one main location.




