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>  Project Store Management Program

Context diagram

Material Receive
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Tools / Equipments 
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Tools / Equipments 
Return

Material Requisition

Tool / Equipments Return

Tools / Equipments Request

Material Issue

Supplier

* SMP Supply Management & Procurement Division
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>  M a i n  M e n u

After program install, run this program by ICON A B B  M a t e r i a l  M a n a g e m e n t  in A B B  

A p p l ic a t io n  Group or File A B B M A T W . E X E  in A B B M A T .  พ .

Û4 1A V ริ
ABB

Application
-  L3Ü auu
-  Q  abbmatw
-  C l  ahhnrnifi

"  ABB Application

ABB Finance ABB Material

« 5 »
พ*

; II f * ABB Store Managemelit ฟ Eน ateria l lo o ls  Update Edit W indow Report Other Help Exit

Project Store Management
Welcome! Today is Saturday 21/03/1998

Copyright © 1997,1998 ABB Engineering & Construction Limited 
All Rights Reserved.



>  M a t e r i a l  M e n u

Materials Status 
Materials Group 
Materials Requisition 
Materials Receive
Materials issue________
Materials Reference >
Materials Planning_____
Monthly Materials

>  Tool Menu

Tools Status 
Tools Group

>  Update Menu

......ร พ }™ ...........................Employee
Area
Drawing
Materials Requisition 
Site Information

>  Report Menu

Materials Status ’ 
Materials Tr^saction " 
Materials Summary
Monthly Materials_____
Materials Daily Report
Materials Planning______
Tools Status
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> Material Menu

Materials Status 
Materials Groiip 
Materials Requisition 
Materials Receive 
Materials Issue 
Materials Reference > 
Materials Planning 
Monthly Materials

> Materials Status Menu
Select M a t e r i a l s  S t a t u s  from M a i n  M e n u  ( M a t e r i a l ) .

o M ateria l Code assigning

M ateria l Code shall be importantly assigned for program reference together with 
details as below:

- M ateria l name
- S tock location
- M ateria l unit
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- Price p e r  unit
- Schedule quantity (estimate o f  total quantity use)
- M inim um  stock (safety stock  or reorder point)
- Purchase quantity fo r  each order
- R em ark

Generally,Material Code comprises of 2 parts xx.xxxxxx. The first (2) positions is 
characteristic to define material group i.e. group of cable, conduit or cable lug etc. The latter 
(6) positions is numeric to define runn ing number. However, list number of each item in 
BOQ is mostly applied to be material code.

o M ateria l M ovem ent

Material movement consists of receiving, issuing and balancing
o R eceiving identifies last material received, quantity and date, and total of 

material received.
o Issuing identifies last material issued, quantity and date, and total of material 

issued.
o B alancing identifies the material balance in stock.

A dd M aterial Code

When we want to add the new Material Code ,click 

saved by click

Add then input the details and
Saue j

Revise the existing records o f  selected Material Code

The existing records of selected Material Code can be revised by click 

revise the details and saved by click I . J S l J .

i Edit then

This program is not allowed to change Material Code that has already been assigned
details.
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M a t e r i a l  C o d e  S e a r c h in g

When we call Material Status Menu, Program is automatically shown the first item

(sequenced by Material Code). The searching Material Code may be done by click : j ° cate J 
that all items will be viewed, click at the selected item and “ E s c ” .

If we know the Material Code of required material, click and input the
required material code and “ E n t e r ” .
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y Materials Menu

Materials Status 
Materials Group 
Materials Requisition 
Materials Receive 
Materials Issue 
Materials Reference > 
Materials Planning 
Monthly Materials

> Materials Group Menu
Select M a t e r i a l s  G r o u p  from M a i n  M e n u  ( M a t e r i a l ) .

M ateria l Group shall be assigned together with D escription for reference in grouping of 
materials that benefits for materials searching and report printing by material group 
classified.

Click Locate 1 for viewing and selecting item

Click Add i for adding item.

Click Edit 1 for revising item.

Click Delete 1 for deleting item.
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> Materials Menu

Materials Status 
Materials Group 
Materials Requisition 
Materials Receive 
Materials Issue 
Materials Reference > 
Materials Planning 
Monthly Materials

> Materials Requisition Menu
Select M a t e r i a l s  R e q u is i t i o n  from M a i n  M e n u  ( M a t e r i a l ) .

Reference no.of M ateria l Requisition is to be already specified in MR voucher.We 
Browse Ican directly key in or i to view the existing MR.
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Materials Requisition Record will be used for reference in purchase order to supplier 
together with details as below :

- M R  N o .

-  M R  d a te

-  S u p p l ie r  C o d e  

- P O N o .

-  P O  d a te

When we already input M R  N o . ,  M R  D a te ,  S u p p l ie r  C o d e  and Save , Program
will list the existing record and ready to add items and description lists in MR.

Click I B for adding item

Click •Ëdîti j for revising item

Click Delete J for deleting item
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A d d  i t e m  l i s t s  i n  M t e r i a l  R e q u is i t i o n  ( M R )

E d i t  i t e m  l i s t s  i n  M t e r i a l  R e q u is i t i o n  ( M R )  

Item can be revised is only For Area.
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y Material Menu

Materials Status 
Materials Group 
Materials Requisition 
Materials Receive 
Materials Issue 
Materials Reference > 
Materials Planning 
Monthly Materials

> Material Receive Menu

Select M a t e r i a l  R e c e iv e  from M a i n  M e n u  ( M a t e r i a l ) .

Program designs the sources of material receive from 2 ways: M a t e r i a l s  R e c e iv e d  

f r o m  S u p p l i e r  and M a t e r i a l s  R e c e iv e d  f r o m  C l i e n t  S u p p ly .  We must assign Reference No. 
of all materials received.

1. ) Reference No. of M a t e r i a l s  R e c e iv e d  f r o m  S u p p l ie r  can be referred by Supplier Invoice
No. or Delivery Note No. ,or Report No.

2. )Reference No. of M a t e r i a l s  R e c e iv e d  f r o m  C l i e n t  S u p p ly  can be referred by Issue
Voucher No.of Client ,or Report No.
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o M a t e r i a l  R e c e iv e d  f r o m  S u p p l ie r

o Input Reference No. and Report Date 
o Select Material from Supplier
o Input Supplier Code from Supplier List 

It can be input by new editing directly.

o Click Sane for data save or Cancel I for data cancel

When we already input Reference No. and 
record and ready to input details of material receive.

Save
1 Program will list the existing
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Click

Click

Add

Edit j

C lick Delete 1

for adding item 

for revising item 

for deleting item
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If the Supplier Code of received materials is to input by new editing directly and no
previous record ,click Q  for insert details.

Rpfe flMingj p f n,. nnnr
BH
BJ
BP
CK
CM
CP
CT

BEG (L  
01 ILP BHP-62 TFPP 
01 B .J .  KRANPIM 
01 BPC (NONG-BON)
01 CK GEWISS CO. 1LTD 
01 CHAROENCHAI MACHINERV (1 9 9 3 )C 0 .,L  
01 CPS(1993) LIMITED PARTNERSHIP 
01 CENTRAL RAMA (3 )  BKK.

Select

Cancel

Insert
i ' i n U A v :

Click Insert 3

Input Supplier C ode,Supplier N am e ,and Telephone/Fax.
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A d d  i t e m  f o r  M a t e r i a l  R e c e iv e d  f r o m  S u p p l ie r

I t e m

Item  No. series automatically. However, it can be changed as per request. 

M a t e r i a l  N o .

M ateria l No. can be input by new editing directly or selected by the existing 
record.

Q u a n t i t y

Q uantity is input as per amount o f receiving (by delivery note etc.). It cannot be 
recorded i f  the received quantity' is not more than 0.

P r i c e

The existing Material No. w ill be showed unit price automatically. I f  the up­
dating unit price is different, we can input as per the current unit price. The 
change o f price reference is not effected to the unit-price o f same materials 
purchased previously.



D is c o u n t

D iscount shall be recorded by amount, not percentage discount.

M R  N o .

MR. No. is to record Material Requisition (MR) No o f purchased material.
M R  No. can be input by new editing directly or selected by the existing record.

A r e a  C o d e

A rea  Code is as the option to identity working area where this ordered material 
required to USe.Area Code can be input by new editing directly or selected by 
the existing record.
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I f  t h e  M ateria l No. o f  r e c e i v e d  m a t e r i a l  i s  t o  i n p u t  b y  n e w  e d i t i n g  d i r e c t l y  a n d  n o

p r e v i o u s  r e c o r d  , c l i c k  E l  f o r  i n s e r t  d e t a i l s .

Click Insert

Input M a t e r i a l  C o d e ,D e s c r ip t io n ,S t o c k  L o c a t io n ,  U n i t ,and R e m a r k
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I f  t h e  M ateria l Requisition (MR) No. o f  p u r c h a s e d  m a t e r i a l  i s  t o  i n p u t  b y  n e w

e d i t i n g  d i r e c t l y  a n d  n o  p r e v i o u s  r e c o r d  , c l i c k  E 3 1 f o r  i n s e r t  d e t a i l s .

Click Insert I

Input M R  N o . and M R  D a te .
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If the A r e a  C o d e  of working area of ordered material use is to input by new editing
directly and no previous record ,click for insert details.

Materials Receive
001Report No.:

lie: ,05.03.1998
n  Materia l f ro m  C lient Total ■ 0.00

Supplie r:

Dé

y _________ ____ ____■
A 01 b o i f ^ ...... ; '7 7 ;

..........................................._ _ ................... ........................

BC-B01
BOA-01
BDI-01
BDSH
BHP-62
FA-01
HR-01

— —
. . .  !.

Click
Materials Receive

1

'------------------ I L — - J

Prtrst 1 1 [Adi 1 jjpr 1 . 1 Hi. ■ “  ๆ  .
m i imii ÜI IH Bl ^ IE

Input A r e a  C o d e  and D e s c r ip t io n .
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o M a t e r i a l  R e c e iv e d  f r o m  C l i e n t  S u p p ly

o Input Reference No and Report Date 
o Select Material from Client (Disable to input Supplier)

o Click Sa»e I for data save and riiS?”—PT.J for data cancel

When we already input reference No. and 
record and ready to input details of material receive.

Saue Program will list the existing

Click

Click

Click

Add

Edit Ï 3

for adding item

for revising item

for deleting item
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A d d  i t e m  f o r  M a t e r i a l  R e c e i v e d f r o m  C l i e n t  S u p p ly

Disable to input data in field of Price, Discount and MR No.
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> Materials Menu

Materials Status 
Materials Group 
Materials Requisition 
Materials Receive 
Materials Issue 
Materials Reference > 
Materials Planning 
Monthly Materials

> Material Issue Menu
Select M a t e r i a l  I s s u e  from M a i n  M e n u  ( M a t e r i a l ) .

The m a t e r i a l  i s s u in g  f o r  i n s t a l l a t i o n  is recorded via this menu. Using of this menu is 
similar as M ateria l Receive M enu. We must assign firstly R eference No. of all materials 
issued. Reference No. of material issuing for installation (site work) can be referred by No. 
of Issue Voucher or Report No.
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When we already input R e fe re n c e  N o . ,  Program will list the existing record and 
ready to input details of material issue.

Click Add 1

Click — J
Click Delete 1

for adding item 

for revising item 

for deleting item
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A dd item fo r  Materials Issue

Item
Item  No. series automatically. However, it can be changed as per request. 

M aterial No.
M ateria l No. can be input by new editing directly or selected by the existing 
record.

Quantity
Q uantity is input as per amount of issuing. It cannot be recorded if the issued 
quantity is more than the m aterial balance (or s tock  quantity).

Area Code
A rea  Code is to specify the working area where this issued material required to 
use. A rea  Code can be input by new editing directly or selected by the existing 
record.

Employee No.
Em ployee No. is to record the employee code of authorized issuer. E m ployee No. 
can be input by new editing directly or selected by the existing record.
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If the M a t e r i a l  N o . of issued material is to input by new editing directly and no 
previous record, click D ll  for insert details.

Materials Issue
Report No.: |001 ใ

Report Date: |05.'103.''1998 ] ■ ฒ m m Ê Ê Ê B Ê m  s H IM

น Mat No. Description Q ly Area Employee
“  I Material
AL-F0002A MESSAGE SLIP l l i S B 1:::■■11.''.■ ■ ..'1 ■'■■■■ ••-•'1.. :

Mate! .
AL-F0005A GENERAL DRAFT FORM 11•1111:-
AL-F0007A REQUEST FOR CARRVING PARCEL select

Q AL-F0008A TRAUEL REPORT PAGE 1 ....s s s  I S
AL-F0009A TRAUEL REPORT PAGE 2

Employ AL-F0011A PAYMENT UOUCHER
R AL-F0014A GRAPH PAPER Insert I Z2

AL-F0015A PRE/POST CALCULATION SHEET ♦ I

—M L J Edit I (>๗«te I

Click L i
Materials Issue

Report No.: |001 . 1 ;

1 E<st 1 Delete 1

Input M a t e r i a l  C o d e ,D e s c r ip t io n ,S t o c k  L o c a t io n ,  U n i t  ,and R e m a r k
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If the A r e a  C o d e  of working area for issued material use is to input by new editing

Input A r e a  C o d e  and D e s c r ip t io n .
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If the E m p lo y e e  C o d e  of issuer is to input by new editing directly and no previous 
record ,click E3 for insert details.

Materials Issue
Report Ho.: jjjjjT  

Report Date: |o5J03/1 i)98

# Mat No. Description ~  . . i  - 1-
....................... .

Input E m p lo y e e  C o d e  and N a m e .
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E x c e s s  M a t e r i a l s  R e t u r n i n g  f r o m  I n s t a l l a t i o n  W o r k

The e x c e s s  m a t e r i a l  r e t u r n i n g  f r o m  in s t a l l a t i o n  w o r k  is also recorded at this menu. 
The record is same as the m aterial issuing fo r  installation but the Q u a n t i t y  i s  k e y e d  i n  

n e g a t iv e  a m o u n t  e q u iv a le n t  t o  a m o u n t  o f  r e t u r n i n g .
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> Materials Menu

Materials Status 
Materials Group 
Materials Requisition 
Materials Receive 
Materials Issue 
Materials Reference >
Materials Planning 
Monthly Materials

> Materials Reference Menu
Select M a t e r i a l s  R e f e r e n c e  from M a i n  M e n u  ( M a t e r i a l ) .

Materials Receive 
Materials Issue

The M a te r ia ls  R e fe re n c e  overviews the summarized transaction of receiving and
issuing.

-Select M a t e r i a l s  R e c e iv e

Materials Receive 
Materials Issue

R e fe re n c e  f o r  M a ter ia ls  R ece ive  comprised of
- Ref. No
- Ref.date
- Number of item
- Source of material received (from Supplier or Client)
- Supplier name

The reference for material receive transaction is able to addly record via this menu, 
(but the detail items cannot be included.)
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-Select Materials Issue

Materials Receive
Materials Issue

R e fe r e n c e  f o r  M a t e r i a l s  Is s u e  comprised of
- Ref. No
- Ref.date
- Number of item

The reference for material issue transaction is able to addly record via this menu, 
(but the detail items cannot be included.)
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> Materials Menu

Materials Status 
Materials Group 
Materials Requisition 
Materials Receive 
Materials Issue 
Materials Reference > 
Materials Planning 
Monthly Materials

> Materials Planning Menu
Select M a t e r i a l s  P l a n n i n g  from M a i n  M e n u  ( M a t e r i a l ) .

The m a t e r i a l  p l a n n i n g  f o r  i n s t a l l a t i o n  is recorded via this menu. Task for material 
planning start from material taken off from drawing for construction. So,we will prior 
reference by the d r a w in g  n o .
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When we already input Drawing No., Program will list the existing record and ready 
to input details of material taken off.

Click

Click

Click

Add

Edil I
Delete

for adding item 

for revising item 

for deleting item
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Add item for Materials Taken Off

I t e m

I t e m  N o . series automatically. However, it can be changed as per request.

M a t e r i a l  N o .

M a t e r i a l  N o . can be input by new editing directly or selected by the existing 
record.

Q u a n t i t y

Q u a n t i t y  is input as per amount of taken-off.

A r e a  C o d e

A r e a  C o d e  is to specify the working area where this material taken-off has 
been required to use. A r e a  C o d e  can be input by new editing directly or 
selected by the existing record.
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> Materials Menu

Materials Status 
Materials Group 
Materials Requisition 
Materials Receive 
Materials Issue 
Materials Reference > 
Materials Planning 
Monthly Materialร

> Monthly Materials Menu
Select M o n t h l y  M a t e r i a l s  from M a i n  M e n u  ( M a t e r i a l ) .

Monthly Material

Monthly Material

Remain from  plan:

1,000 00 ;

—
Receiue

667.00 190.001iss.' G ; ;  ̂ 'ร''' 'i;;''1 .....100.00 166 001

The M o n t h l y  M a t e r i a l  reports the movement of the selected materials in selected 
period and summarizes on current status. Details are included as following :

- M ateria l code/name
- Transaction p erio d
- M ateria l unit
- Total Plan (estimate o f  total quantity use)
- R eceived am ount : Previous,Period, Accum ulate,R em ain  fro m  p la n
- Issued  am ount : Previous, Period, Accum ulate, Rem ain fro m  p la n
- Balance am ount
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> Tools Menu

Tools Status 
Tools Group

> Tools Status Menu

Select T o o ls  S t a t u s  from M a i n  M e n u  ( T o o ls ) .

The m o v e m e n t o f  to o ls  s ta tu s  is separated to 2 parts :

1 .O u ts ide  M o v e m e n t
It is the tools transaction cross-transferring between Site and outside i.e. 
other project sites , SMP (branch office) etc.It has reference by Way Bill.

2.In s id e  M o v e m e n t (S ite  situa tio n )
It is the tools transaction,issuing and returning, of site activity. It has 
reference by I s s u e  V o u c h e r  and R e t u r n  V o u c h e r .



1 5 5

R e c o r d  t o o ls  s t a t u s  o f  O u ts id e  M o v e m e n t

o  T oo ls C o d e  a ss ig n in g
T oo ls C o de  shall be assigned for program reference together with details as below

- T oo ls na m e
- T oo ls G ro up

It is to record for reference in grouping of tools.lt can be input by new 
editing directly or selected by the existing record.

- R e c e iv e d  D a te
- R e c e iv e d  R e feren ce

It is to record No. of Way Bill.
- F ro m  (loca tion)

It is to record location of departure.
- R e tu rn e d  D a te

It cannot be recorded if the item has not yet been returned by site activity.
- R e tu rn e d  R e fe ren ce

It is to record No. of Way Bill. It also cannot be recorded if the item has 
not yet returned by site activity.

- To (loca tion)
It is to record location of destination. It also cannot be recorded if the 
item has not yet returned by site activity.
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- S ta tu s
It is to record current status or condition of tool that consists of G ood, 
D am age, R e p a ir  and Loss.

- P ro cu re
It is to record source of tool providing (renting or buying) and incurred 
cost.

- E x p e c te d  re tu rn  d a te
It is to record expected return date by site activity for reference.

- R e m a rk

After record tools receive from outside, I *s --ue 1 

record In s id e  M o v e m e n t (or ready to issue for field work).
is prompt key automatically for
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If the T o o ls  G r o u p  is to input by new editing directly and no previous record , click 
แ  for insert details.

Click Insert I
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R e c o r d  t o o ls  s t a t u s  o f  I n s id e  M o v e m e n t

R e q u e s t  b y

R e q u e s t  b y  is to record the E m p lo y e e  C o d e  of authorized issuer.lt can be 
input by new editing directly or selected by the existing record.

I s s u e d  D a te

Is s u e d  D a te  is to record date of issuing.

If the E m p lo y e e  C o d e  is to input by new editing directly and no previous record, 
click S s l for insert details.

Click Insert j
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Input E m p lo y ee  C o d e  and N a m e.

After record employee code of issuer (R eq uest by) and 
prompt key automatically for record the returning.

issued date,

R e tu rn e d  by

R e tu rn e d  by  is automatically recorded the employee code of issuer after iF-Siüw 
R e tu rn e d  D a te

R e tu rn e d  D a te  is to record date of returning.
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Issue j is prompt key automatically again after record tools return.
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> Tools Menu

Tools Status 
Tools Group

> Tools Group Menu

Tools Group can be assigned via this Tools Group Menu or input instantly during 
record Tools Status (Receive) transaction.

Select Tools Group from Main Menu (Tools)

Tools Group shall be assigned together with Description for reference in grouping of 
tools that benefits for tools sorting and report printing by tools group classified.

Click
Click
Click
Click

Locate I 
Add I 
Edit I 

Delete I

for viewing and selecting item, 
for adding item, 
for revising item, 
for deleting item.
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> Update

Supplier
Employee
Area
Drawing
Materials Requisition 
Site Information

> Supplier Menu
Supplier Record can be recorded via this Supplier Menu or input instantly during 

record Material Receive transaction. Supplier Record will be used for reference of Supplier 
Invoice of materials receive by purchasing from supplier.

Select Supplier from Main Menu (Update).

o Supplier Code assigning
Supplier Code shall be assigned for program reference together with details as below :

- Supplier Name
- Contact Person
- Address
- Telephone/Fax No.

Click Locate for viewing and selecting item

Click Add for adding item

Click Edit for revising item

Click แแแแ for deleting item
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> Update

Supplier
Employee
Area
Drawing
Materials Requisition 
Site Information

> Employee Menu

Employee Record can be recorded via this Employee Menu or input instantly during 
record Material Issue or Tools Status transaction. Employee Record will be used for 
reference in site activity.

Select Employee from Main Menu (Update).

o Employee Code assigning
Employee Code shall be assigned for program reference together with Employee Name.

Click Locc for viewing and selecting item

Click Add j for adding item

Click 1
Dele te 1

for revising item

(.'lick for deleting item



164

> Update

Supplier
Employee
Area
Drawing
Materials Requisition 
Site Information

> Area Menu

Area Record can be recorded via this Area Menu or input instantly during record 
Material Receive or Material Issue transaction. Area Record will be used for reference in site 
activity.

Select Area from Main Menu (Update).

______________________

o Area Code assigning
Area Code shall be assigned for program reference together with Area Description.

Click Locate 1 for viewing and selecting item

Click Add for adding item

Click Edit 1 for revising item

Click 4 e!ele I for deleting item
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> Update
Supplier
Employee
Area
Drawing
Materials Requisition 
Site Information

> Drawing Menu
Drawing Record can be recorded via this Drawing Menu. Drawing Record will be 

used for reference in site activity.
Select Drawing from Main Menu (Update).

o Drawing No. assigning
Drawing No. shall be assigned for program reference together with details as below :

- Drawing Description
- Revised No.
- Revised date
- Void/Canceled Date
- Take-off Status

o None
o Complete
o Partial
o Cancel

Click Locate 1 for listing and selecting item

Click Add 1 for adding item

Click 1 E.ร.. J for revising item

Click Delete 1 for deleting item
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> Update

Supplier
Employee
Area
Drawing
Materials Requisition 
Site Information

> Materials Requisition Menu

Material Requisition(MR) Record can be updated via this Materials Requisition 
Menu or input instantly during record Material Receive transaction. However, we cannot 
update status of Material Requisition in Material Receive Menu.

Select Material Requisition from Main Menu (Update).

Materials Requisition Update will be used for reference in status of purchase order to 
supplier together with details as below :

- MR No.
- MR date (issued date)
- Supplier Code 
-PONo.
- PO date
- Materials Requisition Status
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The Material Requisition Status -a code indicating whether partial shipments have 
been received, the total order has been received, the order has been cancelled, or the order 
has been closed.We can update status in :

o Not yet Receive 
o MR Cancelled 
o Partial Receive 
o Completed

However, the detail of Materials Requisition must be recorded in Materials 
Requisition Menu from Main Menu (Materials) only, cannot via this menu.
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> Update

Supplier
Employee
Area
Drawing
Materials Requisition 
Site Information

> Site Information Menu

Select Site Information from Main Menu (Update).

Site Information is to record project name where Program is being used for.

Click for recording.
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> Report

Materials Status 
Materials Transaction 
Materials Summary 
Monthly Materials 
Materials Daily Report 
Materials Planning 
Tools Status

> Materials Status Report

Select Materials Status from Main Menu (Report)

Type of Materials Status Report
The various types of Materials Status Report can be selected :

♦  Materials List (Form only)
♦  Materials Information
♦  Materials Balance
♦  Materials Shortage
♦  Materials Value
♦  Materials Price
♦  Materials Need Remaining
♦  Waiting Materials
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Range to Report
♦  All
♦  Selected
♦  Selected

Specific Code
Range (Code) (From- To)

Types of Report Print out
♦  Preview
♦  Printer
♦  File
♦  Print to File
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0 Materials List (Form only)

Select R eport type : Materials List (Form only)

Report Format : Materials List (Form)

M a te r ia ls  C o d e D e s c r ip t io n U n i t P r ic e Q u a n t i t y

The report is the blank form in price and quantity of materials list to fulfill by 
manually writing.
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0 Materials Information

Select Report type : Materials Information

Report Format : Materials Information

M a te r ia l s  C o d e D e s c r ip t io n U n i t P r ic e S c h e d u le R e c e iv e d M in . s t o c k P O  Q ty B a la n c e

The report lists all information of materials.
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0 Materials Balance

Select R eport type : Materials Balance

Report Format : Materials Balance

M a te r ia ls  C o d e D e s c r ip t io n U n i t S c h e d u le R e c e iv e d Is s u e d B a la n c e

The report is the computing of materials balance in storage area by subtract issued 
amount from received amount.
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0 Materials Shortage

Select R eport type : Materials Shortage

๒ — m Materials Status Report
Report type:

Material code ะ @ A II Q c o d e  [ ^  

□  Summary From: |al |—
................................................To: trU

1
F0002A
GÜ0001

______________
■Sinn Ho. only ' ________
eoiew
in te r
e
int to  File

Cancel I

(•■  Preuiew  o Printer 
O E ile  
( '}  Print to  File

Ok

Report Format : Materials Shortage

M a te r ia l s  C o d e D e s c r ip t io n U n i t S c h e d u le M in .  S to c k P O  Q ty B a la n c e L a s t  U p d a te

The report lists the materials which the balance quantity is below minimum stock (or 
list of the shortage materials).
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0 Materials Value

Select R eport type : Materials Value

Report Format : Material Value

M a te r ia l s  C o d e D e s c r ip t io n U n i t P r ic e S c h e d u le R e c e iv e d B a la n c e
Q ’ t y A m o u n t Q ’ t y A m o u n t Q ’ t y A m o u n t

The report is to summarize the value of schedule, received and balance materials.
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0 Materials Price

Select R eport type : Materials Price

Report Format : Materials Price Information

M a te r ia ls  C o d e D e s c r ip t io n U n i t N u m b e r  o f  
R e c e iv e d  t r a n s a c t io n

U n i t
P r ic e

M in .
P r ic e

M a x .
P r ic e

A v g .  
P r ic e  1

A v g .  
P r ic e  2

The unit price of received materials may be different of each transactions, so the 
materials price shall be record in minimum purchased price, maximum purchased price and 
average purchased price by simple average1 of unit price (total unit price/number of 
transactions) and weighted average2 of total purchased price/total quantity.
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0 Materials Need Remaining

Select R eport type : Materials Need Remaining

Report Format : Materials Need Remaining

M a te r ia ls  C o d e D e s c r ip t io n U n i t S c h e d u le R e c e iv e d Is s u e d B a la n c e N e e d
R e m a in in g

The report is the computing of remaining material need by subtract received amount
from schedule amount.



0 Waiting Materials

Select R eport type : Waiting Materials

Report Format : Materials to be received

M a te r ia l s  C o d e D e s c r ip t io n U n i t R e c e iv e d N e e d  R e m a in in g C o m m i t t e d

The report is to show list of material in ordering (to be received).
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> Report

Materials Status 
M ateri als Transaction 
Materials Summary 
Monthly Materials 
Materials Daily Report 
Materials Planning 
Tools Status

> Materials Transaction Report

Select Materials Transaction from Main Menu (Report)

The materials transaction report is to indicate the transaction of materials (i.e. 
receiving and issuing) during the selected report period.

Range to Report
♦  All
♦  Selected Specific Code 

Period to Report
The period of transaction shall be assigned (Dated From-To) for reporting.

Types of Report Print out
♦  Preview
♦  Printer
♦  File
♦  Print to File
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Type o f  M aterials Transaction R eport
The various types of M aterials Transaction Report can be selected :

♦  Receive and Issue

M a t e r ia l  C o d e /D e s c r ip t io n T r a n s a c t io n  D a te R E F  T r a n s a c t io n  N o . R e c e iv e Is s u e B a la n c e

♦  Receive only from Supplier 
Select Supplier

M a t e r ia l  C o d e /D e s c r ip t io n T r a n s a c t io n  D a te R E F  T r a n s a c t io n  N o . R e c e iv e P r ic e D is c o u n t T o t a l

♦  Receive only from Client

M a t e r ia l  C o d e /D e s c r ip t io n T r a n s a c t io n  D a te R E F  T r a n s a c t io n  N o . R e c e iv e

♦  Receive only by MR 
Select MR

M a t e r ia l  C o d e /D e s c r ip t io n T r a n s a c t io n  D a te R E F  T r a n s a c t io n  N o . R e c e iv e P r ic e D is c o u n t T o t a l

♦  Receive and Issue by Area 
Select Area

M a t e r ia l  C o d e /D e s c r ip t io n T r a n s a c t io n  D a te R E F  T r a n s a c t io n  N o . R e c e iv e Is s u e B a la n c e

♦  Issued only by Employee 
Select Employee

M a t e r ia l  C o d e /D e s c r ip t io n T r a n s a c t io n  D a te R E F  T r a n s a c t io n  N o . Is s u e A r e a
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> Report

Materials Status 
Materials Transaction 
Materials Summary 
Monthly Materials 
Materials Daily Report 
Materials Planning 
Tools Status

> Materials Summary
Select Materials Summary from Main Menu (Report)

The materials summary report is to show the summary of materials transaction 
(received\ issued, and balance) by selected report period.

Range to Report
♦  All
♦  Selected Specific Code 

Period to Report
The period of materials transaction summary shall be assigned (Dated From-To) for 
reporting.

Types of Report Print out
♦  Preview
♦  Printer
♦  File
♦  Print to File
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Type of Materials Transaction Summary Report
Two types of Materials Transaction Summary Report can be selected :

♦  Receive and Issue

I t e m M a te r ia ls  C o d e D e s c r ip t io n ฆ n i t R e c e iv e d Is s u e d B a la n c e

♦  Receive only from Supplier 
Select Supplier

I t e m M a te r ia ls  C o d e D e s c r ip t io n U n i t B u d g e t  Q ’ t y R e c e iv e d  Q ’ t y A m o u n t
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> Report

Materials Status 
Materials Transaction 
Materials Summary 
Monthly Materials 
Materials Daily Report 
Materials Planning 
Tools Status

> Monthly Materials
Select Monthly Materials from Main Menu (Report)

The monthly materials report is to show the monthly (or periodically) transaction 
progress of materials by selected period.

Range to Report
♦  All
♦  Selected Specific Code 

Period to Report (Monthly or Periodically)
The period of transaction progress shall be assigned (Dated From-To) for reporting. 

Types of Report Print out
♦  Preview
♦  Printer
♦  File
♦  Print to File
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R e p o rt F o rm a t : M a t 0056

M a t e r ia l s
C o d e

D e s c r ip t io n T o t a l
A m o u n t

(A )

U n it P r e v io u s T h i s  P e r io d A c c u m u la t e N e e d
R e m a in in g

A m o u n t
(H )

=  ( A ) - ( F )

R e m a in in g

s t o r e
R e c e iv e

(B )

I s s u e

(C )

R e c e iv e

(D )

I s s u e

(E )

R e c e iv e

- S m
I s s u e

R e p o r t F o rm a t : M a t 005  7

M a t e r ia l s
C o d e

D e s c r ip t io n T o t a l
A m o u n t

(A )

U n i t R e c e iv e I s s u e N e e d
R e m a in in g

A m o u n t
(H )

=  ( A ) - ( D )

R e m a in in g

ร » ™
P r e v io u s

(B )

P e r io d

(C )

A c c u m

- <  t ๑

P r e v io u s

(E )

P e r io d

(F )

A c c u m

(G )
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>  Report

Materials Status 
Materials Transaction 
Materials Summary 
Monthly Materials 
Materials Daily Report 
Materials Planning 
Tools Status

> Materials Daily Report
Select Materials Daily Report from Main Menu (Report)

The materials daily report is to show the daily material transaction in selected date.

T ra n sa c tio n  S e le c tin g
♦  Materials Receive
♦  Materials Issue 

S u p p ly  S o u rc e  S e le c tin g
♦  from Supplier
♦  from Client 

T ypes o f  R e p o r t P r in t o u t
♦  Preview
♦  Printer
♦  File
♦  Print to File
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>  Report

Materials Status 
Materials Transaction 
Materials Summary 
Monthly Materials 
Materials Daily Report 
Materials Planning 
Tools Status

> Materials Planning
Select Materials Planning from Main Menu (Report)

The material planning report is the summary report of materials taken-off which is 
able to select on

- M a te r ia ls  C ode
- D ra w in g  No.
- W o rk in g  A re a
- R e fe re n c e  No.
- R e fe r re d  M o n th  

.T ypes o f  R e p o r t P r in t o u t
♦  Preview
♦  Printer
♦  File
♦  Print to File
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>  Report

Materials Status 
Materials Transaction 
Materials Summary 
Monthly Materials 
Materials Daily Report 
Materials Planning 
Tools Status .

> Tools Status Report
Select Tools Status from Main Menu (Report)

Types of Tools Status Report
The various types of Tools Status Report can be selected

♦  Tools Summary
T o o l s  C o d e D e s c r ip t io n Q u a n t it y

♦  Tools List (Include Returned)
Select range of Tools Code (From-To) for reporting.

T o o l s  C o d e D e s c r ip t io n R e c e iv e
D a t e /Q u a n t i t y

R e t u r n
D a t e /Q u a n t i t y

R e m a r k
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♦  Tools Request

S o r t by  T ools C ode

T o o l s  C o d e D e s c r ip t io n R e q u e s t e d  b y R e q u e s t e d  D a t e R e m a r k

S o r t by  R e sp o n se  (R equester)

R e q u e s t e d  b y T o o l s  C o d e D e s c r ip t io n R e q u e s t e d  D a t e R e m a r k



APPENDIX B : PROCEDURE DEVELOPMENT
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Appendix B -l : Procedure o f  Materials/Equipments Purchasing 

Definition
o Material Requisition (MR) is a document which defines technically a supply, 

with reference to the necessary technical specifications and quality 
requirement and integration some with the requirement of delivery and budget. 
It is issued by the requester and acted as the ordering document with the 
maximum value equal or less than THB 10,000 (excluding VAT).

o Purchase Requisition (PR) is a document which is converted from MR by 
Purchasers at Banchang Office after passing the purchasing processes at SMP. 
Its value still remains equal or less than THB 10,000 (excluding VAT).

o Letter of Intent (LOI) is a document which is issued by Purchasers at 
Banchang Office for emergency case in order to ensure the delivery time. Its 
value is greater than THB 10,000 (excluding VAT).

o Purchase Order (PO) is a document which is issued by Purchasers by means 
of the company computerized system, to replace the LOT and/or the act as the 
formal ordering documentation. Its value is greater than THB 10,000 
(excluding VAT).

o Bid Evaluation is a document issued by Purchasers containing the prices and 
conditions from each supplier. The purpose of this document is for price and 
condition comparison.

Responsibility
o Material Controller is responsible for issuing the MR and has it attested and 

approved by the authorized people, record the requisition, follow up the 
ordering and ordered material, and solve problems about the delivery by 
suppliers.

o Purchasers in Banchang Office are responsible to contact suppliers, ask for 
quotations, evaluate the prices, negotiate, and convert MR to PR or issue LOI 
and/or PO.



191

Procedure
1. After project award like receiving LOI. from clients/customers within 15 days, 

Project Manager submits documentation as per 1.2 to SMP. In case materials value is equal 
or greater than 1MTHB, Project Manager calls for a meeting to kick-off the project to SMP.

Site Engineer 

SMP

1.2 Documentation prepared by Project
Bill of Quantity (BOQ) and Budget 
Schedule and break down material 
Price reference (quotation) 
Specification for some items 
Material list

1.3 Actions in the kick-off meeting
Project explains roughly about the general idea of the project and emphasize 

some points which shall be focused like the specification approved by clients.
In case of materials ordered by SMP, SMP reserves the key persons who are 

responsible for the main commodity of material like mechanical, electrical etc. One week 
after kick-off meeting, SMP submit the procurement plan for Project approval.

2. Project Management plans the schedule of material before issuing the MR.
Material Controller plans and issues MR, completed with the information of

material, required delivery time, budget etc. This MR is requested by Field Worker, attested 
by Material Controller and approved by Site Manager/Project Manager.

3. Material Requisition (MR) issued by Site :
Material Controller checks the availability of material at Central Warehouse 

(Rayong or Saraburi)

1.1 Participants
Project Manager 
Site Manager
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*3.1 If the material is available, Material Controller will arrange the site 
transportation and pick up the material from Central Warehouse, 
together with MR by Site and Way Bill by Storekeeper at Central 
Warehouse for reference in record.
3.1.1 Storekeeper of Central Warehouse records the withdrawal of 

material.
3.1.2 Storekeeper prints report charging cost to each project for the 

withdrawn material.

3.2 If the material is out of stock at Central Warehouse, Material 
Controller considers the value of MR.
3.2.1 If MR costs equal or less than THB 10,000 (excluding VAT), 

Material Controller can order by themselves.
3.2.2 In case of MR costs higher than THB 10,000 (excluding 

VAT), the approved MR will be sent by fax to SMP at 
Banchang Office firstly and mailed later.

3.2.3 One MR is for one supplier. In case the requester does not 
know that the required material shall be purchased from many 
suppliers, Purchaser will follow the instruction below :
3.2.3.1 Issue new MR (One MR for one supplier) with 

reference of the previous MR.
3.2.3.2 Delete the items for which the new MR is already 

issued in order to avoid misunderstanding or double 
orders.

4. Material Ordered by SMP
SMP Secretary registers MR and gives it to Division Supply Manager in 

order to assign to P1M Manager and distribute to SMP Purchaser
4.1 Materials provided by SMP consist of

- Permanent Installation Material (PIM) i.e. cable, cable tray etc.
- Specific Materials requested by Project : complicated order, high 

volume, high value, unavailable source, made by order etc.

4.2 PIM Manager assigns MR to the concerning purchaser. *
* Details on Procedure o f  M aterial Handling at Central Warehouse
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4.3 If MR is not completed (budget, required delivery time, site location 
etc.). Purchaser will contact Material Controller for completing the 
MR.

4.4 If MR does not provide adequate information for purchasing 
(specification), Purchaser will contact Material Controller for verifying 
specification.

4.5 Material Controller is expected to verify the specification within 3-5 
working days.

4.6 Purchaser contacts Supplier and asks for quotation ; then prepares the 
Bid Evaluation before discussing with PIM Manager for negotiation 
strategies.

4.7 Purchaser checks negotiated prices against the budget.
4.7.1 If the negotiation prices is over the budget, Purchaser shall contact 

PM for over-budget approval.
4.7.2 If PM cannot approve the over-budget, Project Manager and 

Division Supply Manager will arrange the meeting.
4.7.3 In some cases, Project might have a better price than the 

negotiated price due to the earlier agreement during tendering 
period. It is possible that Purchaser accepts this price with project 
reference (and supplier’s quotation reference).

4.7.4 If the negotiated prices are in the budget, Purchaser follows next 
step, as per 6.

5. Material ordered by Project **

6. If the order value is equal or less than THB 10,000 (excluding VAT), MR will be 
converted to be PR. SMP will give PR number. This PR will approved at authorized PR No. 
by Division Supply Manager. *

* * Detail on Procedure o f  Materials Ordered by Project
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6.1 In case of the Division Supply Manager is not available for approving 
the PR, it is allowed to have one(l) Department Manager and one(l) 
Project Manager approve the PR.

7. In case that the order value is greater than THB 10,000 (excluding VAT), 
Purchaser issues PO which will be checked by PIM Manager, attested by Division Supply 
Manager and approved by MD.

7.1 AH POs for fixed assets must be approved by MD. In case of orders for 
computer and mobile telephone must be attested by Division Manager or 
FA and approved by MD and CM.

7.2 In case of imported material, Purchaser provides the copy of PO, 
specification, catalogue, site map, and other necessary to Shipping 
Manager in order to assign the forwarder to take responsibility for 
overseas delivery, customs clearing and inland transport to site.

8. When the supplier delivers material to Central Warehouse together bring with 
invoice, delivery note and copy of MR or PO to Central Warehouse.

8.1 Storekeeper checks the appearance of material and signs on the Original 
Invoice and Delivery Note as the receiving acceptance.

8.2 Storekeeper puts Receiving No. on the copy of invoice and puts the 
record of the receipt as follow

I t e m D e s c r ip t io n U n i t A m o u n t S u p p l ie r  N a m e I n v o ic e  N o . M R  N o . R e c e iv e d
D a t e

J o b
N o .

R e c e iv e d  b y

8.3 Storekeeper contacts Site to pick up the material from Central 
Warehouse or arranges transportation to site, and transmit all 
documents (copy invoice, delivery note etc.) to site for invoice supplier 
clearing.
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9. In case that supplier delivers materials directly on site for the purpose of saving 
transportation cost for Permanent Installation Material of Project.

9.1 Supplier delivers materials on site together with invoice, delivery note 
and copy MR.

9.2 Material Controller checks the appearance of material, receives material 
and signs on the Original Invoice as the receiving acceptance.

9.3 Material Controller stamps ABB Approval Box at the back of copy
invoice and let it sign in column.

Received from Supplier
by........................................
Date...................................
Location 

~  Office
— Workshop
— Customer site
— Supplier shop

Item N o...................................
Received for Job/Order
by..............................................
Job No./Order N o.................
Location

— Workshop
— Customer site
— Other........................

Attested (Supv./Dept.Mgr.)
B y ......... .......................... .■■■■■■

Agreed vs PO/Contract by Attested by

1 2
Check by Payment approved by

3 4
Order No. Due payment date :

5 6

9.4 Material Controller mails the original tax invoice, attested copy invoice 
and copy MR/PO with Standard Cover Sheet to the Administrator of 
each Division for checking.

o Company name and address 
o Price against invoice 
o MR/PO/ContractNo._________
o Attested/Approved by Site Manager and Project Manager 
(and record in Financial Management Program (Cost Program)).
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9.5 Division Admin, mails all document to SMP Bangkok Office (by 
Weekly) before 20th of the month (or giving SMP at Bangkok Office 
at least 5 working days before the submission date to FA 27th of the 
month).

9.6 SMP Bangkok matches the copy PO mailed by Banchang Office, 
together with document from Division, has the copy invoice approved 
by MD and submits all document to FA before 27th of the month.

If the invoice is incorrect (wrong company name and address, 
unknown authorized person attesting and approving on the invoice 
etc.) it will be rejected and mailed back to site immediately.

10. Supplier places Dept. Note and Invoice for invoicing at FA on lst-5th of the 
month at 10:00 am - 16:00 PM.

10.1 Supplier invoices at FA with the following document :
o Original Invoice with PO/PR No. and Job No. 
o and/or Original Delivery Note with PO/PR No. and Job No. 
o and Copy of Tax invoice with PO/PR No. and Job No. 
o and Original or Copy of PO/PR and Job No. 
o and/or Debt Note (summary invoice).

11. FA matches the documentation from SMP Bangkok and invoice from supplier 
and arranges the payment on 25th of the month to suppliers at 13:00 PM - 17:00 PM. 
(depends on credit term).

11.1 FA will pay against the original MR and/or PO and original invoice 
only.

11.2 In case of more than one deliveries from suppliers, site or Purchaser has 
to record in the original MR/PR/PO or the copy of MR/PR/PO for the 
next deliveries.

Partial No. Invoice No. Partial Amount (excl. VAT) Balance Amount (excl.VAT)
Partial 1 Inv # xxxx THB 3,000 THB 2.000
Partial 2 Inv # xxxx THB 2,000 THB 0 : completed
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12. In case of payment out of due, the person who agrees with this non­
standard payment shall issue the memo approved by PM and sent to FA (Finance and 
Controller) in order to arrange the payment as per requested.
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Appendix B-2 : Procedure o f  Material Ordered by Project 
procedure

1. Engineering Team (Project Engineer) takes off quantities and clarifies 
specification of materials/equipments requirement, then requests Material Controller to 
process purchase order.

1.1 Project Engineer rechecks scope of supply and installation, compares 
with Bill of Quantity (BOQ) in contract agreement, then comments on 
materials/equipments supply, price, quantity and specification 
requirement.

2. Field Worker (Site Supervisor) clarifies details of erection work by as specify in 
contract and/or co-operate with concerned parties (i.e. Sales & Marketing, Engineering, 
Client/Consultant etc.) matching with their experience in order to plan the 
materials/equipments and tools use in erection work as per period, than requests Material 
Controller to process purchase order.

3. M aterial Controller arranges meeting with Engineering Team and Field Worker 
to combine the materials/equipments requisition and matching with Project Schedule plan.

3.1 Material Controller prepares Material Plan
o Materials/Equipments list 
o Forecasted Quantity 
o Budget
o Received Schedule plan

3.2 Material Controller finds out and selects the approved supplier and 
clarifies (or negotiate) on

o technical specification 
o delivery time/place 
o price
o purchased amount 
o service option
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4. Material Controller prepares MR with details of
- MR No.
- Supplier name/address
- Job No./Project
- Required Delivery Date
- Site Location
- Description, Quantity, Unit Price and Discount

etc.
and completed with sign of - Requested b y ___________ (Field Worker)

- Attested by ____________ (Material Controller)
- Approved b y ___________ (Site Manager/Project Manager)

4.1 In case of site needs to purchase directly with supplier, Material 
Controller issues MR to the selected supplier and follows up the 
materials/equipments delivery.

4.2 In case of site needs to request SMP to purchase, Material Controller 
copies MR to SMP with note on requirement and present progress 
status.

4.3 All MR must be filed together for reference in materials/equipments 
purchase ordering, receiving and invoice supplier clearing.

5. When materials/equipments are received at site by supplier delivers directly or 
pass from SMP, together with invoice, delivery note and copy MR :

5.1 Material Controller checks the received materials/equipments 
appearance, specification, quantity etc., then receives materials/ 
equipments and signs on the Original Invoice and/or Delivery Note as 
the receiving acceptance.

5.2 Site Storekeeper keeps materials/equipments in stock and updates stock 
record.

5.3 Material Controller processes on invoice supplier clearing.
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Appendix B-3 : Procedure o f  Material Handling at Central Warehouse 

Definition

•  Material Requisition (MR) is a document which defines technically 
a supply, with reference to the necessary technical specifications and 
quality requirement and integrating some with the requirement of 
delivery and budget.

• Way Bill (WB) is a document which defines the departure and 
destination points with description of withdrawn material and 
quantity, and the forwarding agency reference for material security.

Responsibility

• Storekeeper at Central Warehouse is responsible for arranging the 
stock of surplus material from site or ordered material, and the stock 
withdrawal, keeping report the inventory level and cost.

• Store Administration is responsible for handling Way Bill

• Supply Manager authorized the withdrawal of materials from stock, 
and ensure the procedure is to be followed.
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Procedure

1. There are 3 main categories of material delivered to Central Warehouse

1.1 Used Stock
These are the surplus materials after the site already closed and return to 
central warehouse, which can be again withdrawn to site against MR.

1.2 Fresh Stock
These are the frequently moving consumable materials i.e. welding rod, 
cutting blade, grinding blade etc. which purchase to be used in the 
site/office/workshop. These are kept in stock at the controlled min./max. 
inventory level. These are also withdrawn by the central warehouse against 
MR.

1.3 Material ordered case by case
These are the rarely moving materials or not the standard material, then 
these is purchased case by case as per site requisition.

2. Site Material Controller issues MR and submits to SMP (Central Warehouse).

3. Storekeeper of Central Warehouse checks stock of materials according to the 
Material Requisition (MR) by site.

3.1 If there is not enough stock, Material Requisition will be proceeded on the 
purchasing process.

3.2 If there is enough stock, Store Keeper arranges the material withdrawal from 
stock.

4. Store Admin, issues Way Bill, completed with all necessary information about the 
Project Name, Job No., Requester Name, Details of Withdrawn Materials, and Quantity etc.
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5. The cost charge to Project (Job. site) for withdrawn materials :

5.1 When site returns materials to central warehouse, it becomes Used Stock. 
This is debit to 25% if new purchased value for the project.

5.2 When site withdraws the Used Stock from central warehouse, it charges 50% 
of the purchasing cost to project.

5.3 When site withdraws the Fresh Stock from central warehouse, it charges 
100% of the purchasing cost to project.

6. Site representative arranges the site transportation to pick up the materials from 
central warehouse, receives the materials and signs the Way Bill as the receiving acceptance.

6.1 The Way Bill has to be signed by Site Manager or the appointed person duly 
authorized by Site Manager for receipt.

6.2 The copy of Way Bill is to be sent to SMP.

7. The withdrawn materials shall be inspected by Storekeeper before delivering and 
by Site Manager (or site representative) before signs for receipt.

7.1 In case the materials (or equipments) are wrong or damaged, Storekeeper 
and/or Site Manager notes on the Way Bill and sends one copy to SMP and 
the other to FA for insurance claim.

7.2 In case the materials (or equipments) are delivered by the third party, and if 
Site Manager (or site representatives) is not able to check the 
materials/equipments carefully when receiving, it should be written on the 
Way Bill that This material/equipment will be verified later.

8. All transaction is to be recorded in the computer for both withdrawal and 
returning of material in appropriate program Project Store Management.

8.1 The Way Bill and Material Requisition and other necessary documentation 
to be fded together and sorted by No. of Way Bill.
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9. At the end of the month (25th of the month), Storekeeper at Central Warehouse 
submits the reports to Supply Manager and copies to FA or the concerns.

The reports are
• the withdrawal and returning report that shows how much cost charges and 

debits to project.
• the inventory level and inventory cost report.
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A p p e n d ix  B - 4  :  T o o ls / E q u ip m e n t s  H a n d l i n g  a n d  R e n t in g  S y s te m  

D e f i n i t i o n

• Material Requisition (MR) is a document which defines technically a supply, 
with reference to the necessary technical specifications and quality requirement 
and integrating some with the requirement of delivery and budget.

• Way Bill (WB) is a document which defines the departure and destination 
points with description of withdrawn materials/tools/equipments and quantity, 
and the forwarding agency reference for materials/tools/equipments security.

• Tools/Equipments Plan is a document which is issued by Site (Tools 
Controller) containing with the used tools/equipments list, quantity, budget, 
schedule for using and source of arrangement. The purpose of this document is 
for providing tools/equipments on time requirement.

R e s p o n s ib i l i t y

• Tools Controller is the site representative responsible for tools/equipments 
arrangement on site, to coordinate with SMP for the renting system.
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S i t e  O p e r a t io n  P r o c e d u r e

1. E n g in e e r i n g  T e a m  and F i e l d  W o r k e r  plan the tools/equipments use in erection 
work as per period, then request Tools Controller for arrangement.

2. T o o ls  C o n t r o l l e r  arranges meeting with Engineering Team and Field Worker to 
combine the tools/equipments requisition and matching with P r o je c t  S c h e d u le  p la n .

2 . 1 Tools Controller prepares T o o ls / E q u ip m e n t s  P l a n ,  comprises of
• Tools/Equipments list
• Quantity
• Budget
• Received and Returned Schedule plan (using period)
• Source of arrangement

3. Tools/Equipments are to be arranged on site by 3 ways :
•  Tools/Equipments fro m  site purchasing
•  Tools/Eqilipments transferred by others sites
•  Tools/Equipm ents request fro m  SM P in the ren ting  system
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4. Tools Controller finds out and selects the approved supplier and clarifies (or 
negotiates) on

• specification
• delivery time/place
• price/discount
• purchased quantity
• service option

5. Tools Controller prepares MR with details of
- MR No.
- Supplier name/address
- Job No./Project name
- Required Delivery Date
- Site Location
- Description, Quantity, Unit Price and Discount

etc.
and completed with sign of - Requested by___________ (Field Worker)

- Attested by____________  (Tools Controller)
- Approved by___________  (Site Manager/Project Manager)

5.1 In case of site needs to purchase directly with supplier, Tools Controller 
issues MR to the selected supplier and follows up the tools/equipments 
delivery. The copied MR is also to be sent to SMP for purchasing 
process.

5.2 In case of site needs to request SMP to purchase, Tools Controller copies 
MR to SMP with note on requirement and present the progress dealing 
status.

5.3 If the order value is equal or less than THB 10,000 (excluding VAT), the 
purchasing can be directly from site

If the order value is greater than THB 10,000 (excluding VAT), the 
purchasing must be through SMP and required approval by MD.

♦ Tools/Equipments from site purchasing
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5.4 A ll MR must be filed together for reference in tools/equipments 
purchase ordering, receiving and invoice supplier clearing.

6. When tools/equipments are to be received at site by supplier delivers directly or 
through SMP, together with invoice, delivery note and copy MR :

6.1 Tools Controller checks the received tools/equipments : appearance, 
specification, quantity etc., then handovers the tools/equipments and 
signs on the Original Invoice and/or Delivery Note as the receiving 
acceptance.

6.2 Site Storekeeper keeps tools/equipments in store and updates store 
record in P roject S tore  M a n a g em en t P rogram  and/or manually record

Item D escription C ode Unit Q uantity Supplier
N am e

Invoice
No.

M R  No. R eceived
D ate

R eceived
by

6.3 Tools Controller processes on invoice supplier clearing.
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7. Storekeeper o f s ite -d e p a r tu re  prepares Way B ill, completed with all necessary 
information about the Project Name and Job No. (both o f site departure and destination), 
Details o f Transferred Tools/Equipments, and Quantity etc.

7.1 The transferred tools/equipments condition shall be checked by 
Storekeeper or Tools Controller o f site-departure before transferring, 
and notes on the Way B ill i f  it has any comments.

7.2 The tools/equipments w ill be transferred to site-destination, together 
with the Way Bill.

7.3 Storekeeper at site-departure updates store record o f the transferred 
tools/equipments in P roject S tore  M a n a g em en t P rogram  and/or 
manually record ;

♦  Tools/Equipm ents transferred by other sites

Item D escription C ode U nit Q uantity W ay bill
No.

Site-
D eparture

Transferred
by/date

Site-
D estination

R eceived
by/date

C ondition R em ark

8. Storekeeper of s ite -d e s tin a tio n  receives the transferred tools/equipments, signs on 
the Way B ill, keeps tools/equipments in store and updates store record.

8.1 The Way B ill has to be signed by Site Manager or the appointed person 
duly authorized by Site Manager as the transferring and receiving 
acceptance.

8.2 Storekeeper and/or Tools Controller o f site-destination checks and 
recorded the received tools/equipments condition, appearance, function 
operating, quantity etc. before signs for receipt and updates store record 
of the received tools/equipments in P roject S to re  M a n a g em en t P rogram  
and/or manually record ;
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Item D escription C ode Unit Q uantity W ay bill
No.

Site-
D eparture

T ransferred
by/date

Site-
D estination

R eceived
by/date

C ondition R em ark

8.3 The copy o f Way B ill after signs for receipt is to be sent back to site- 
departure and SMP.

9. The Way B ill is to be filed together at site-departure, site-destination and SMP for 
reference in tools/equipments transferring.
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10. Tools/Equipments Plan of project should be submitted by Site to SMP at prior 
stage for preparing and comment.

11. Tools Controller prepares MR and issues as the tools/equipments requisition to 
SMP with detail o f

- MR No.
- Job No./Project name
- Required Delivery Date
- Description, Quantity 

and completed sign.

12. SMP (Storekeeper o f Central Warehouse) checks the available tools according to 
the MR requested by site.

12.1 I f  there is not available stock, SMP informs back to Site to request for 
postponing schedule or process on replenished purchasing. The 
additional purchasing depends on the necessary o f use, reasons by Site 
and approval by Top Management.

12.2 I f  there is available stock (at warehouse or other site), SMP performs 
on the tools/equipments transferring.

13. SMP issues Way Bill, completed with all necessary information about the 
Project Name and Job No, Details o f Transferred Tools/Equipments, and Quantity etc.

13.1 The transferred tools/equipments condition shall be inspected by SMP 
before transferring and notes on the Way B ill i f  it has any comments.

13.2 The tools/Equipments w ill be transferred to the requested site together 
with the Way Bill.

♦  Tools/Eqiiipm ents request from SM P in the renting system
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13.3 SMP (Storekeeper at Central Warehouse) updates record o f the 
transferred tools/equipments in Project Store M anagement Program  
and/or manually record ;

Item D escription C ode Unit Q uantity W ay  
bill No.

D eparture T ransferred
by/date

D estination R eceived
by/date

C ondition R em ark

14. Storekeeper at site receives the tools/equipments, signs on the Way B ill, keeps 
tools/equipments in store and updates store record.

14.1 The Way B ill has to be signed by Site Manager or the appointed person 
duly authorized by Site Manager for receiving acceptance.

14.2 The transferred tools/equipments condition shall be inspected by Site 
representative (Tools Controller) before signs for receipt.

14.2.1 In case o f the tools are wrong, damage, malfunction or not 
completion, Tools Controller notes on the Way B ill and sends 
one copy to SMP and the other to FA for insurance claim.

14.2.2 In case o f the tools/equipments are delivered by the third party, 
and i f  Tools Controller is not able to check the transferred tools 
carefully when receiving, it should be written on the Way B ill 
that This tool will be verified later.

14.3 Site updates store record o f the received tools/equipments in Project 
Store Management Program and/or manually record ;

Item D escription C ode Unit Q uantity W ay  
bill No.

D eparture T ransferred
by/date

D estination R eceived
by/date

C ondition R em ark

14.4 The copy o f Way B ill after signs for receipt is to be sent back to SMP.

15. The Way B ill is to be fded together for reference in tools transferring.
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16. The re tu rn in g  tools/equipments to SMP shall be processed similarly as the 
transferring process. The record o f all transaction shall be reference with Way B ill and the 
inspection before transferring or receiving acceptance is necessary.

17. At the end o f the month (25th o f the month), SMP submits the reports o f cost 
charges for the tools/equipments transferring and returning in renting system to S ite  for 
rechecking and approval, then passes to FA to debit cost to project.

17.1 Any comments by the re-checking o f S ite  on SMP cost charges report 
must be immediately informed SMP to correct further action.
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18. When the loss o f tools/equipments is occurred, the immediate action as below 
must be required :

18.1 The loss is immediately notified to police officer for official evidence 
issue.

18.2 Site reports to SMP together with official evidence to update record loss 
status o f these tools/equipments and delete these items from rental 
charge.

18.3 Site updates record o f tools/equipments loss status and verifies cause 

Tools/Equipments Loss Status

♦  Case o f  Tools/Equipm ents Loss

Item D escription C ode U nit Q uantity Issuer Lossed
D ate

C aused by C om m ents

and/or records the lossed tools/equipments in Project Store Management Program.

18.4 N et value of the lossed tools/equipments w ill debit to project after 
verified by Site and SMP with concerns on

• cause o f loss
• condition or using life o f the lossed tools/equipments
• old purchased price and the rest of account value (current book value)
• re-purchased price

etc.

18.5 The punishment w ill be after verified by Site, SMP and Top 
Management level with concerns on items same as 18.4.

For instance o f punishment, i f  the issuers do not return tools/ 
equipments to store, the current book value o f these tools/equipments 
w ill be deducted from their salary/wage.
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18.6 SMP coordinates with FA in concerning on fixed asset accounting and 
cost debits to project.

18.7 Site carries out process o f insurance  c la im  for the loss o f 
tools/equipments.

18.8 The resignation (or transferring) o f issuers is denied i f  they have not 
yet finished on tools/equipments returning.
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Appendix B-5 : Procedure o f  Materials/Equipments Receiving, Issuing, Returning, Balancing, 
and Reporting

Receiving

1. Storekeeper receives materials/equipments at site by separate records and storage area o f
• materials/equipments purchased from supplier, and
• materials/equipments supplied by client

1.1 Record o f materials/equipments purchased from supplier

Item D escription C ode U nit Q uantity Supplier
Nam e

Supplier  
Invoice No.

M R
No.

P rice/U nit R eceived
D ate

R eceived
by

1.2 Record o f materials/equipments supplied by client

Item D escription Code U nit Q uantity Issue V oucher No. R eceived D ate R eceived  by

1.3 Issue voucher o f materials/equipments supplied by client (issued from client) 
must be filed together for reference in materials/equipments balancing 
(reconciliation) when the job handovered by client.
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I s s u in g

2. Field Worker issues the materials/equipments for installation from Site Store.

2.1 Field Worker prepares Issue Voucher.

Issue Voucher I Ref No.
Date

Project Name_____________________ Job N o.__________
Item Description Code Unit Requested

Quantity
Actual Issued 

Quantity
Working

Area
Remark

Issued/Requested by ___________________ Store__
Acknowledged by _____________________ Receiver
Approved by _____________________

2.2 Storekeeper arranges the issued materials/equipments according to the Issue 
Voucher and records as

Item D escription C ode Unit Q uantity W orking Area Issued
V oucher No.

Issued
D ate

Issued by

2.3 Issue Voucher by field worker must be filed together for reference in 
materials/equipments issuing, (and balancing).
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3. Field Worker returns the excess materials/equipments from installation to Site Store 

3.1 Field Worker prepares Return Voucher.

R e t u r n in g

Return Voucher

Project Name

Ref No.
Date__
Job No.

Item Description Code Unit Returned
Quantity

Working
Area

Condition Remark

Returned by Store

3.2 Storekeeper receives the returned materials/equipments and records as

Item D escription C ode U nit Q uantity W orking Area Return  
V oucher No.

R eturned
Date

C ondition R eturned
by

3.3 Return Voucher by field worker must be filed together for reference in 
materials/equipments returning (and balancing).

3.4 The return o f materials/equipments supplied by client (issued from client) is to be 
recorded separately in order to prepare Return Voucher to return the excess 
materials/equipments from installation back to the client and this Return 
Voucher must be filed together for reference in balancing (reconciliation) when 
the job handovered by client.

Item D escription C ode U nit Q uantity R eturn V oucher No. R eturned Date R eturned by
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B a la n c in g

4.1 Stock Card : the summarized transaction o f each materials/equipments
4. Format of materials/equipments balancing is required as below

S to c k  C a r d
Material/Equipment Name_______________  Project Name

Material/Equipment C ode________________ Job N o.____

Unit _________

Item Reference No. Date Received
Quantity

Issued
Quantity

Returned
Quantity

Requester Balance Available
Stock

Remark

4.2 Balance Summary : the weekly record o f materials/equipments balance at stores

Balance Summary

Period ____________________________  Project Name
Job No.____

Item Description Unit Received Quantity Issued Quantity Returned Quantity Balance

(D)
= (AMB)-HC)

Available

Stock
(E)

Different

+/-
(F)

= (EMD)

Percent

Different
%(G)

= (F)/(A)

Remark

Previous Period Accumulate
(A)

Previous Period Accumulate
(B)

Previous Period Accumulate
(C)

4.3. Materials/Equipments Handling for Installation : the weekly record o f materials/
equipments balance from installation

Materials/Equipments Handling for Installation

Period ____________________________  Project Name
Job No._____

Item Description Unit Issued Quantity Returned Quantity Balance

(C)
-  (A)-(B)

Installation
Report

(D)

Different

+/-
(E)

= (DME)

Percent
Different

%(F)
= (E)/(D)

Remark

Previous Period Accumulate
(A)

Previous Period Accumulate
(B)
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R e p o r t in g

5. Format of materials/equipments handling reporting is required as below

5.1 Report for Efficiency o f Materials/Equipments Handled by Store and for 
Installation

Item Description Unit Received
Quantity

(A)

Available
Stock

(B)

Installation
Report

(C)

Total o f  
Available Stock 

and
Installation Report

Different
+/-

- (D )E ) (A>

Percent Diff.
%

=  (E)F/ (A )

Remark

5.2 Report for Efficiency o f Materials/Equipments Handled by Stores

Item Description Unit Received
Quantity

(A)

Issued
Quantity

(B)

Returned
Quantity

(C)

Balance

= (A )-((B )+ ( ๑

Available
Stock

(E)

DifferentT
=  ( E ) - (D )

Percent Diff.

= i ( A ,

Remark

5.3 Report for Efficiency of Materials/Equipments Handled for Installation 
(Report for Materials/Eqilipments Reconciliation)

Item Description Unit Issued
Quantity

(A)

Returned
Quantity

(B)

Balance Installation
Report

(D)

DifferentT
=  (D ) - (C )

Percent Diff. 

= ( E ) / (D )

Remark
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Materials/Equipments Handling for Installation

Period
Project Nam e  
Job No.

Item Description Unit BOQ
Q'ty

Issued Q uantity Returned Q uantity Balance Installation
Report

(D)

Different

.«L
Percent

D ifferent
%  (F)

= (E)/(D)

Rem ark
Previous Period Accumulate

(A)

Previous Period Accumulate

(B)



P roject Nam e
P er io d _______________________________________________________________________  Job  No.

Balance Sum m ary

Item Description Unit BOQ
Q ’ty

R eceived Q uantity Issued Q uantity R eturned Q uantity Balance Available
Stock

(E)

D ifferent P ercent
D ifferent

%  (G)
= (F)/(A)

R em ark
Previous Period Accu 111 ulat 

(A)

Previous Period Accumulât

(B)

Previous Period Accu niulate 

(C)

-  (AMB)+(C)

222
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Returning Report
Project Name 
Job No.

Item D escription Unit Q uantity W orking Are Return Voucher No Returned Date Condition R eturned by R em ark
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Issuing Report
Project Name 
Job No.

Item Description Unit Quantity W orking Area Issue Voucher No Issued Date Issued by R em ark
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Receiving Report
Project Nam e  
Job No.

Item Description Unit Quantity Supplier Name Invoice No. M R No. R eceived Date Received by Rem ark



Stock Card

M aterial/Equipm ent N a m e________________________________ Project Name
M aterial/Equipm ent C o d e ________________________________ Job No.
U nit ____________________

Item Reference No. Date Received
Quantity

Issued
Quantity

Returned
Quantity

Requester Balance A vailable
Stock

R em ark
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Return Voucher

P roject N a m e___________________________________  Job No.

REF No. 
Date

Item Description Code Unit Returned
Quantity

W orking
Area

Condition R em ark

Returned by Store
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Issue Voucher

Project N a m e____________________________________  Job No.

REF No. 
Date

Item Description Code Unit Requested
Quantity

Actual Issued 
Q uantity

W orking
Area

R em ark

Issued/R equested b y _______________________  Store
Acknow ledged by _______________________  Receiver
A pproved by _______________________
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Purchase O rder Requisition

Project N a m e__________________________________  Job No.

REF No. 
Date

Item Description Code Unit Requested
Quantity

R em ark

Requested by______________________ Reviewed by
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