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1.01 This p r ac t i c e  ou t l i ne s  a plan f o r  con- 
t r o l l i n g  t he  order ing and s tocking of 

c leaning and s an i t a ry  suppl ies  i n  a l l  bui ld-  
ings  except poss ib ly  t h e  smaller  ones where 
t h e  consumption i s  n o t  s u f f i c i e n t  to warrant 
t he  operat ion of t h e  plan. 

1.02 The plan cons i s t s  of ( 1 )  es tab l i sh ing  a 
c en t r a l  supply loca t ion  i n  each bu i ld ing  

with s u i t a b l e  cabinets  o r  shelving f o r  s t o r i ng  
t he  suppl ies ,  (2) designat ing each she l f  o r  
b i n  with t h e  name of  t he  item, the  authorized 
quant i ty ,  and t he  package s i z e  t o  be stocked 
and ( 3 )  ordering t he  difference be-hveen t h e  
items on hand and the d e s i p a t e d  quant i ty  on a 
scheduled r equ i s i t i on  bas i s .  

1.03 The p r ac t i oe  o u t l i l e s  a method f o r  de- 
termining t h e  requirements of the  s u ~ y l y  

items used cur ren t ly  by t h e  house se rv ice  
force i n  each bu i l d ing  and contains recommen- 
dat ions with regard t o  coordinat ing supply de- 
l i v e r i e s .  It a l s o  includes a s impl i f ied  or- 
der ing  procedure through t h e  use of imprinted 
r equ i s i t i ons .  

1.04 A means f o r  cur ren t  supervisory cont ro l  
of t h e  s tock  on hand i s  afforded under 

t h e  ~ 1 a . n  without recourse t oex t ens ive  records. 

i! 2. DETERMIIJATIO1; OF SUPPLY REQUIREMEliTS 

2.01 The plan a s  ou t l ined  here in  i s  intended 
t o  apply pr imari ly  t o  t h e  frequent ly  or- 

dered bu i l d ing  s e rv i ce  supply items. It re-  
qu i res  a de t a i l ed  ana lys i s  of t he  p a s t  con- 
sumption of each i tem i n  each bu i ld ing  plus  
t he  app l i c a t i on  of experience and other  fac-  
t o r s  i n  order t o  determine t he  co r r ec t  re-  
quirements. I n  the  ove ra l l  f o r  a l a rge  a r ea  
t h i s  w i l l  e n t a i l  considerable  c l e r i c a l  e f f o r t ,  
however a f t e r  t h e  p lan  i s  es tab l i shed  it w i l l  

2.03 It may be des i rab le  however i n  o rder  t o  
check upon the  reasonableness of t he  

supply requirements, t o  make comparisons be- 
tween a number of s imi la r  bui ldings on We 
consumption of l i k e  items, equated on a u n i t  
ba s i s  i n  terms of population, square f e e t  or  
other  appl icable  un i t s .  

2.04 I t  i s  not  o rd ina r i l y  necessary t o  s e t  up 
requirements f o r  items such a s  brushes, 

brooms, pa i l s ,  mop and broom handles,  chamois, 
a r t i f i c i a l  sponges, paper towel baske ts ,e tc . ,  
as  such suppl ies  a r e  ordered a s  required on a 
replacement bas i s .  

2.05 Exhibi t  1 represen ts  t he  average con- 
sumption r a t e  of s e v e r a l  p r inc ipa l  items 

a s  determined from t h e  purchases made f o r  a 
number of  telephone bui ldings.  These data  a r e  
included only f o r  i l l u s t r a t i v e  purposes and 
nay n o t  be represen ta t ive  of t h e  requirements 
i n  a l l  areas .  

3. STOFA63 OF BUILDIICG SERVICE SUPPLIES 

3.01 The s torage space fo r  bu i ld ing  s e m i c e  
suppl ies  i s  usua l ly  i n  t he  basement and 

adjacent  ta an entrance o r  an e l eva to r  used 
f o r  de l iver ies  t o  t h e  building. 

3.02 The suppl ies  should be  kept on shelves 
i n  an ava i lab le  c l o se t  o r  i n  a s u i t a b l e  

cabinet  o r  locker. 

3 . 0  The suppl ies  should be  arranged i n  an 
order ly  manner with t h e  name of each 

item, the  maximum quant i ty  t o  be stocked and 
t he  package u n i t  s i z e  c l e a r l y  marked on desig- 
na t ion  s t r i p s  on each she l f  o r  bin.  The word- 
ing used i n  designat ing the items should con- 
form to t h a t  on the  r e q u i s i t i o n  t o  f a c i l i t a t e  
reorder ing.  

3.04 The l i g h t e r  weight and smaller  a r t i c l e s  
should be  placed on t he  upper shelves 
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and the  heavier  items on t h e  lower shelves.  
Exhibi t  2 i l l u s t r a t e s  a supply s to rage  cabinet  
f ab r i c a t ed  from commercially ava i lab le  par t s .  

3.05 A complete l i s t  of t h e  suppl ies  f o r  t h e  
bui lding should be  prepared and posted, 

fo r  example, on one of t h e  doors of  t h e  supply 
cabinet.  This l i s t  should specify t h e  proper 
ordering names, t he  authorized quan t i t i e s  of 
a l l  items to be stocked, together  with t he  
recommended minimum ordering u n i t s  and sched- 
u led  ordering period for  t he  pa r t i cu l a r  bui ld-  
ing. A t y p i c a l  example of such a l i s t  i s  il- 
l u s t r a t e d  on Exhibi t  3.  

3.06 In bui ldings where t h e  usage of  paper 
towels o r  t o i l e t  paper exceeds one car- 

ton per month, the  packages may be dispensed 
d i r e c t l y  from the  carton, s to red  ad jacen t  t o  
the supply cabinet.  

3.07 Certain of the  bu i ld ing  supply items, 
such a s  those l i s t e d  below, have a t m -  

dency t o  de t e r i o r a t e  o r  t o  become shelf worn 
when kept  on h d  over extended periods and it 
i s  recommended t h a t  new de l i ve r i e s  of such 
items be arranged on t he  shelves o r  s tored so 
t h a t  t he  remaining items on hand w i l l  be oon- 
sumed f i r s t .  

Liquid Soap Powdered Soap 
Liquid Wax Hand Scouring Powder 
Paper Towels Soda Cleaner 
Toi le t  Paper San i ta ry  Napkins 
Cake and Bar Soap Paper Drinking Cups 

3.08 Upon r ece ip t  of a shipment it should be 
checked with t h e  shipping r ece ip t  and 

a l l  items placed i n  t h e i r  designated loca- 
t ions .  A l l  packing mater ia l s  and m p t y  car- 
tons should be removed from the  bui lding as  
soon a s  possible .  

3 . q  I n  t he  l a rge r  bui ldings having bui lding 
s e rv i ce  c l o s e t s  o r  s ink  rooms loca ted  

throughout t h e  bui lding,  it may be' des i rab le  
t o  maintain a l imi ted  quant i ty  of t o i l e t  paper 
and paper towels on f l oo r s  where t he  usage i s  
heavy. However, considerat ion should f i r s t  be 
given t o  providing addi t iona l  dispensing ca- 
pac i ty  i n  washrooms which have been requi r ing  
paper replenishment more frequent ly  than once 
a day. 

5-10 Where the  group cleaning plan i s  fo l -  
lowed (B.S.P. H50.001). the  da i l y  sup- 

p l i e s  f o r  each zone should be ca r r i ed  on the  
house se rv ice  t ruck.  The t rucks  a r e  replen-  
ished from the  c e n t r a l  supply before t h e  nex t  
c leaning period. 

3.11 The bu i ld ing  se rv ice  supply quar te rs  
should be maintained i n  a nea t  and clean 

condition. 

4. SCHEDULES FOR ORDERING AM) DELIVERY 

4.01 The frequency of order ing suppl ies  
should be based upon an economical ba l -  

ance between t h e  r a t e  of consmption,  s tandard 
package quan t i t i e s ,  es tab l i shed  supply de l iv -  
e ry  schedules and t he  value of t h e  s tock  t o  be 
carr ied.  

4.02 I n  general t h e  order ing schedule w i l l  be 
governed by t he  frequency with which 

c e r t a i n  items should be replenished a s  f o r  ex- 
ample, paper towels, the car tons of which a r e  
bulky to de l iver  and t o  s t o r e  i n  l a r g e  quanti-  
t i e s .  It should not  be necessary, however, t o  
rep len ish  every s tock i tem every order ing pe- 
r iod ,  a s  c e r t a i n  suppl ies  involving a r e l a -  
t i v e l y  small c o s t  and amount of s torage space 
may be conveniently handled i n  s u f f i c i m t  
quan t i t i e s  t o  overlap one or  two scheduled or- 
dering periods. 

4.03 Except i n  poss ib ly  t h e  l a r g e r  metropoli-  
t a n  bui ldings it  should n o t  be necessary 

t o  r equ i s i t i on  bu i ld ing  suppl ies  more f r e -  
quently than once a month. 

4.04 The proposed order ing schedule, t h e  snp- 
p ly  items and t h e  quan t i t i e s  involved 

fo r  each bui lding should be reviewed by the  
Superintendent of Supplies so t h a t  t h e  bui ld-  
i n g  se rv ice  requirements may be  coordinated 
with the supply del ivery f a c i l i t i e s  t o  t h e  
b e s t  advantage and a t  t he  same t i n e  e f f e c t  a 
reasonably uniform flow of supp l i e s  from t h e  
Dis t r ibu t ing  House. 

4.05 The schedule should be s e t  up to allow 
adequate time between t h e  da te  of order- 

ing and t h e  da te  required so t h a t  normal 
schechles on t h e  p a r t  of t he  D i s t r i bu t i ng  
House and the supply de l ivery  organ iza t ion  may 
be adhered t o .  

4.06 It i s  sugcested t h a t  t h e  order ing sched- 
u l e  f o r  each bu i ld ing  be es tab l i shed  on 

a d e f i n i t e  day-cf-the-week ba s i s ,  such a s  t h e  
f i r s t  Monday i n  every month, t h e  f i r s t  and 
t h i r d  Wednesdays,etc., a s  necessary. 

h.07 Deviations from t h e  scheduled order ing 
da tes  should be avoided, except i n  t he  

evellt of emergencies, by making sure  t h a t  suf- 
f i c i e n t  quan t i t i e s  a r e  ava i lab le  t o  l a s t u n t i l  
t h e  nex t  de l ivery  da te  and t h a t  suppl ies  f o r  
spec ia l  work be ordered s u f f i c i e n t l y  i n  ad- 
vance to meet the  job requirements. 

5. SUPPLY REQUISITION 

5.01 llle use of a s i n g l e  page multi-copy req- 
u i s i t i o n  form with t h e  names and pack- 

age s i z e  of  f requent ly  used i t e n s  imprinted 
thereon i s  recommended f o r  o rder ing  bu i ld ing  
se rv ice  suppl ies .  The number of  copies of t h e  
r e q u i s i t i o n  w i l l  depend upon l o c a l  requ i re -  
ments. This method f a c i l i t a t e s  handl ing and 
f i l l i n g  t h e  order  by ensuring l e g i b i l i t y  a s  
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wel l  a s  t h e  use of  the  proper ordering nomen- 
c l a t u r e  and order ing  un i t s .  

5.02 The determination of t he  items t o  be 
pr in ted  on t he  bu i ld ing  suppl ies  requi- 

s i t i o n  should be based upon an ana lys i s  of the  
suppl ies  ordered over a  represen ta t ive  period. 
To be most bene f i c i a l ,  t h e  form should be sim- 
p l e  and c l e a r  i n  arrangement and wording and 
i nd i ca t e  t h e  ava i l ab l e  standard packaging 
un i t s .  Ample blank spaces f o r  wr i t i ng  i n  the  
occasional ly  ordered t oo l s  and supply items 
should be prodded .  In  t h i s  connection, t h e  
Western E l e c t r i c  Company, through recourse t o  
t h e i r  records,  may be  of a s s i s t ance  i n  s e l e c t -  
i n g  t h e  items t o  be pr in ted  and t h e  u n i t  quan- 
t i t i e s .  

5.03 Padded s e t s  of r equ i s i t i ons  bound i n  a  
so-cal led snat-out arfangement as  i l l u s -  

t r a t e d  i n  Exhib i t  , 1s  qu l t e  su i tab le .  With 
t h i s  arrangement t he  r equ i s i t i ons  a r e  bound t o  
a  manila cover a t  t h e  bottom w i t h  a  perforated 
tea r -of f  edge. The cover surrounds t he  requi-  
s i t i o n s  and when s l ipped under the  top s e t  
serves  a s  a  wr i t i ng  surface to prevent carbon 
t r a n s f e r s  t o  fol lowing requis i t ions .  The com- 
p l e t e  order ing information f o r  items t h a t  a r e  
in f requent ly  required may be pr in ted  on t he  
cover f o r  re fe rence  when orders  f o r  such items 
a r e  wr i t t en .  Each s e t  of copies of a  r equ i s i -  
t i o n  a r e  bound with wire s tap led  tear-off  
binding a t  t he  t op  t o  hold t h e  group together .  

5.04 The t e x t  of t h e  r equ i s i t i on  form should 
be reviewed with t he  loca l  Dis t r ibu t ing  

House people, t h e  accounting department and 
t h e  suppl ies  group, before being pr inted.  

5.05 Pr in ted  r equ i s i t i ons  should be reviewed 
pe r i od i ca l l y  and revised,  i f  necessary, 

t o  keep them up t o  date.  

5.06 A review of the  items wr i t t en  i n  on sup- 
p ly  r equ i s i t i ons  a s w e l l  a s  of t he  orders  

fo r  imprinted items w i l l  serve a s  a  guide 
i n  t h e  r ev i s i on  of t h e  form. 

6. ORDERING SUPPLIES 

6.01 It i s  suggested t h a t  t he  r e spons ib i l i t y  
f o r  the  ~ r e ~ a r a t i o n  and approval of the  

bui lding suppiy - r e q u i s i t i o n  be-kept i n  t h e  
bui lding as  f a r  as  p rac t icab le  and t h a t  t h e  
r equ i s i t i on  be then forwarded d i r e c t  t o  t he  
~ i s t r i b u t i n ~  House. 

6.02 In Areas where t he r e  a r e  one or  more 
small bui ldings i n  a  d i s t r i c t  and i nd i -  

nidual  bui lding supply r equ i s i t i ons  for such 
bui ldings would no t  be prac t icab le ,  it i s  sug- 
gested t h a t  the  bui ldings be suppl ied from a 
cen t ra l  point.  

6.03 The i t e m  and quan t i t i e s  to be ordered 
a t  each scheduled ordering period should 

be determined by counting the  remaining stock 
on hand and i n se r t i ng  i n  t he  "Order" column of 
t h e  requis i t ion ,  t he  d i f fe rence  between t h i s  
amount and t he  designated authorized quant i ty  
modified a s  necessary by package u n i t s  and 
minimum ordering quant i t i es .  

6.04 Orders f o r  i tems n o t  p r in ted  on the  req- 
u i s i t i o n  form should be wr i t t en  c l e a r l y  

and f i rmly  with a  penci l  i n  t he  space provid- 
ed, t o  ob ta in  l e g i b l e  carbon copies,  using t h e  
ordering information pr in ted  on the  cover of 
t he  r e q u i s i t i o n  pad. 

6.05 I t  i s  e s s e n t i a l  t o  the  successful  opera- 
t i o n  of t he  plan described here in  t h a t  

no subs t i t u t i ons  or  increases  i n  quan t i t i e s ,  
of t h e  bui lding supply items authorized under 
t he  p lan  f o r  a  bui lding,  be  made without su- 
pervisory approval. 

6.1% A duplicate  l i s t  o f  t h e  authorized items 
and quan t i t i e s  stocked i n  each bu i ld ing  

should be kept  on f i l e  i n  the  d iv i s ion  or a r ea  
o f f i c e  f o r  supervisory purposes. 
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s P E c m 1  

BUILDING SERVICE SUPPLIES 

Bllilding No. Address 

Note 1. Supply requisi t ions f o r  t h i s  building should be placedonthe FIRST MONDAY of every month. 

2. Orders shoi~ld specify one or more uni ts  as necessary, t o  replenish t o  the  authorized 
quantity. Do not place orders for  less  than minimum uni ts  l i s t e d  below. 

Item - 
Cloths, dust,  large 
Clozts, sweeping 
Cloths. wiping 
Cups, paper drinking 
Insecticide,  l iquid  
Insecticide,  pyrethrum 
~ P S  

Mops (24 02 . )  

Ilapl<ins, Sanitary 
O i l ,  paraf f in  

(Aerial Cable Lubricant) 
Paper, t o i l e t  
Polish, furni ture  
Polish, metal 
Recharge-Soda-Acid Exting. 

" -Foam m e  
Powdered Soap 
Scouring Powder 
Soda Cleaner 
Soap, l iqu id  &O% 
Soap, white f loa t ing  
Towels, paper 
Wax, l i qu id  

Authorized 
Wanti* 

10 DC. 

10 PC. 
*5 l b s  ( 1  bundle) 
9 cartons 

*1 gal. 
*2 02. 

5% of each s i ze  i n  
use but  not l e s s  
than 2 of any s i ze  
3. 

25 ~ k g s .  
2 qts .  
2 t s .  
2 
1 
10 lbs (2-5 l b  bags) 
5 lbs  (1-5 lb bag) 
10 lbs  (2-5 l b  bags) 

*1 gal. 
3 cakes 
36 pkgs. 
2 gal. 

Minimum 
Ordering Unit 

5 i b s  (I bundle) 
1 carton (250 cups) 

2 02. 
6 ( i n  s izes  up to I00 watts) 

1 ( i n  s izes  over 100 w a t t s )  
1 

ioo (1 ctn.1 
1 gal .  

10 pkgs. 
1 qt. 
1 pt. 
1 

1 gal. 
1 cake 
1 ctn. (25 pkgs.) 
1 gal. 

* Replenish when quantity on hand reaches I/?+ of aubhorized amount. 
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