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1. PURPOSE
The main purpose of Stock Moves is to track, record, monitor, and control the movement of inventory
items from one location to another.

2. SCOPE
Stock moves are usually composed of the following operation type:
a. Receipts - track the product entering the inventory
b. Delivery orders - track the product leaving the inventory
c. Internal transfer — track movements between internal locations

3. RESPONSIBILITIES
Role Responsibility
Accountant Monitoring and auditing of stocks entering
and leaving the company
Planning Engineer Monitoring of product quantity if within the
project timeline and budget
Project Engineer Requesting the desired materials or services
needed on site
Project Admin Receive and records the materials entering

and leaving the project site
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4. PROCEDURES

Step 1. Go to “Project Module”.
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Step 2. Search the “Project Name/ PID No.” on the search box below.
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Step 3. Click the Project Name you’ve searched.
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Step 4. You will be directed to “Kanban view”. Then, lick the “Top Bar”.

v Project Projects Tasks Reporting Configuration

Projects X  Se,
PID 239 Establishment of Sanitary Landfill £ Q Open search..
To Do 2 In Progress
4
CONSTRUCTION OF MULTI-PURPOSE BUILDING PRE-CONSTRUCTION REQUIREMENTS
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Step 5. Choose “Top Menu”.

v Project Projects Tasks Reporting Configuration
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Step 6. Click the “Top Bar” that shows at the top middle of the tab.

4 Project Projects Tasks Reporting Configuration
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Step 7. Choose “Stock Moves”.
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Step 8. Click “Stock Moves”.
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Step 9. Click “New”.

J Project Projects Tasks Reporting  Configuration

rojects
jtock Moves &

Reference ~ From To Contact

WHLG/INT... WHLG/Stock Partners/Cus... Bgry. Tawad, Milagros, M...
Prod/OUT... Prod/Stock  Partners/Cus... LGU Milagros Masbate
Prod/OUT... Prod/Stock  Partners/Cus... Bgry. Tawad, Milagros, M..
Prod/OUT... Prod/Stock  Partners/Cus... Bgry. Tawad, Milagros, M..
Asid/OUT/... Asid/Stock  Partners/Cus... Jodenson B. Bartolay, Ark...
Asid/INT/... Asid/Stock  Partners/Cus... Bgry. Tawad, Milagros, M...
Asid/OUT/... Asid/Stock  Partners/Cus... Bgry. Tawad, Milagros, M...
Prod/OUT... Prod/Stock  Partners/Cus... Bgry. Tawad, Milagros, M..
Prod/OUT... Prod/Stock Partners/Cus... Bgry. Tawad, Milagros, M...
Prod/INT/... Prod/Stock Virtual Locati... Bgry. Tawad, Milagros, M..
Prod/INT/... Prod/Stock  Virtual Locati... Bgry. Tawad, Milagros, M..
Prod/OUT... Prod/Stock  Partners/Cus... Bgry. Tawad, Milagros, M..
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Step 10. Input the following information.

4 Project Projects Tasks Reporting Configuration

Projects / Stock Moves
& x

Q. Search. - 1-68/68 < > M o
Scheduled... Product (Copy) Source Do... Batch Tran... Company Status = A
[DT-226] Dump Truck (EQ226) Arky Const... (CIEED
Diesel BATCH/OU... Arky Const... D
Diesel BATCH/OU... Arky Const... (209
Diesel BATCH/OU... Arky Const... (2D
[GAS-UNL] Gasoline (Unleaded) BATCH/OU... Arky Const... (XD
[GIP-40-38] Gl (Galvanized Iron) Pipes (40mm, 38... Arky Const.. (I
[PHENB-48-1/2-B] Phenolic Board (4' x 8 x 1/2", .. BATCH/OU... Arky Const.. (D
Diesel BATCH/OU... Arky Const... (209
Diesel BATCH/OU... Arky Const... (209
[DRM-STL] Drum (Steel) Arky Const..
[DRM-STL] Drum (Steel) Arky Const.. (229
Diesel BATCH/OU... Arky Const.. (9 .
A ﬁ G9 X' Arky Construction and Supply ,FL.
= Moves |1l Barcode N

Mark as Todo @ [RAIEETS Cancel Waiting Ready Done Log note  Activity Q
New
AL Ann Nicole Caballero 11:15 a1

Contact e.g. Lumber Inc Scheduled Date *  May 11, 11:12 AM d Creating a new record..

Operation Type Source Document  e.g. PO0032

Source Location

Destination Location

Operations Additional Info Note
Product Packages Demand Unit =
Add a Product Move a Pack
3 (13 99
Step 11. Click “Add a Product”.
= o d = A ﬂ @ X' Arky Construction and Supply ,f"!
Projects / Stock Moves =
Ad/OUT00316 13 = voves Il Barcode o1 <
Mark as Todo Validate Sign  Cancel Waiting Ready Done Lognote  WhatsApp  Activity Q { a'
Asid/OUT/00316
S Ann Nicole Caballero 305 P11

Delivery Address  Bgry. Tawad, Milagros, Masbate PID239 Scheduled Date *  May 11, 2:58 PM U0 Transfer created

Operation Type  Warehouse Asid: Delivery Orders Source Document g, PO0032

Source Location  Asid/Stock

Operations Additional Info Note
Product Demand Unit <

Move a Pack
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Step 12. Search the “Product” (e.g. cement).

Projects / Stock Moves
Asid/OUT/00316 & o x

Cement Remover CEM-RMVR

Cement (40 kg) (Type 1) CEM-T1-40

Cement (40 kg) (Type 1T)  CEM-T1T-40

Fiber Cement Board (4' x 8' x 1/4") FCB-4X8-0.25
FCB-4X8-0.5
FCB-4X8-0.75

Scheduled Date *

Fiber Cement Board (4' x 8' x 1/2")
Source Document
Fiber Cement Board (4' x 8' x 3/4")

Vulcanizing Cement  VULCEM
Cement (1 Ton) (Type 1, Portland)
Create "cement"
Create and edit...
Demand Unit

: 000

Search more...

cement \

May 11, 2:58 PM

o d = Al * 69 X' Arky Construction and Supply ,fj!

|1l Barcode

= Moves R VARG

Lognote ~ WhatsApp  Activity

Ready Done Q Q¥ at

%‘1 Ann Nicole Caballero 3:00 P
# Transfer created

g, PO0032

t

Add a Product  MONe a Pack

Step 11. Input the Demand Quantity.

Projects / Stock Moves

Asid/OUT/00316 & & x

Validate Sign
Asid/OUT/00316

Delivery Address  Bgry. Tawad, Milagros, Masbate PID239

Cancel

Scheduled Date ’

Operation Type  Warehouse Asid: Delivery Orders Source Document

Source Location  Asid/Stock

Operations Additional Info Note

Product Demand Unit

B s X

[CEM-T1-40] Cement (4...

= Moves

May 11, 2:58 PM

o d o Al ﬁ @ X' Arky Construction and Supply ,{‘1.

[l Barcode Ao/ < D>

Waiting Lognote ~ WhatsApp  Activity

Ready Done Q¥ a

fE2 Ann Nicole Caballero 3:00 Pt
# Transfer created

e.g. PO0032

H

Add a Product  Move a Pack \

Step 12. Click “Save”.

Projects / Stock Move:
W ] Asid/OUT/00316

= Moves

o d o< Al ﬂ @ X' Arky Construction and Supply ,fl.

[l Barcode A 1< >

Mark as Todo Validate Sign  Cancel Waiting Ready Done Lognote ~ WhatsApp  Activity Q ¥ a'
/ / fE2 Ann Nicole Caballero 3:00 Pt
Delivery Address  Bgry. Tawad, Milagros, Masbate PID239 Scheduled Date ?  May 11, 2:58 PM ¥ Transfer created
Operation Type  Warehouse Asid: Delivery Orders Source Document  e.g. PO0032
Source Location  Asid/Stock
Operations Additional Info Note
Product Demand Unit s
[CEM-T1-40] Cement (4... Bag o]

Add a Product  Move a Pack
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Step 13. Click “Mark as Todo”.
= o d = Al ﬁ @ X' Arky Construction and Supply JRJ.

Projects / Stock Moves =
Asid/OUT/00316 & o x = moves [l Barcode FERTIIREE
Mark as Todo alidate Sign  Cancel Waiting Ready Done Lognote ~ WhatsApp  Activity Q § a
/ / JE  Ann Nicole Caballero 3:00 Piv

e
Delivery Address  Bgry. Tawad, Milagros, Masbate PID239 Scheduled Date ?  May 11, 2:58 PM U0 Transfer created

Operation Type  Warehouse Asid: Delivery Orders Source Document  e.g. PO0032

Source Location  Asid/Stock

Operations Additional Info Note

Product Demand Unit =
[CEM-T1-40] Cement (4... Bag o]

Add a Product Move a Pack

Step 14. Click “Validate”.
NOTE: The person-in-charge for each warehouse is the one responsible for the validation of the delivery of

product.

= ® a e N ﬁ @ X Arky Construction and Supply ,)RJ.
Projects / Stock Moves =

Asid/OUT/00316 & = moves o Bach [l Barcode @ 1<

| Sign  Print Cancel Draft Waiting Done Lognote  WhatsApp  Activity Q ¥ &
Asid/OUT/00316

‘)1;1 Ann Nicole Caballero 3:02 piv

Delivery Address  Bgry. Tawad, Milagros, Masbate PID239 Scheduled Date May 11, 2:58 PM W 4 Draft — Ready (Status)
JEL Ann Nicole Caballero 20 11
Operation Type  Warehouse Asid: Delivery Orders Product Availability *  Available d | Tenstr ez

Source Location  Asid/Stock Source Document eg. PO0032

Operations Additional Info Note

Product Demand Quantity Unit

"

[CEM-T1-40] Cement (40 kg) (Type 1) @ 50.00 50.00 Bag Details W

Add a Product  Move a Pack

Step 14. Wait for the “Approval” of the assigned personnel.

= o d = A * @ X' Arky Construction and Supply ,f‘.

Projects / Stock Moves —
[ New Jretvout ot & Svowes o gach |l Barcode o<

Sign  Print Cancel Draft Waiting Done Log note ~ WhatsApp  Activity Q ¥ a2
. ~ Planned Activiti
Asid/OUT/00316 e

Q Today: “Grant Approval” for Joe Aljecera @
£

Delivery Address  Bgry. Tawad, Milagros, Masbate PID239 Scheduled Date May 11, 2:58 PM ¥ Mark Done ¢ Edit % Cancel
Operation Type  Warehouse Asid: Delivery Orders Product Availability *  Available
Source Location  Asid/Stock Source Document eg. PO0032

‘Efl Ann Nicole Caballero 3:02 P
M ¥ Draft = Ready (Status)
R Ann Nicole Caballero 3:00 Piv

Operations Additional Info Note J} v # Transfer created

Product Demand Quantity Unit

t

[CEM-T1-40] Cement (40 kg) (Type 1) 50.00 50.00 Bag Details ]

Add a Product Move a Pack
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Step 15. Click “Validate” again.
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J Project Projects Tasks Reporting Configuration [ ] cﬂ o A ﬂ @ X' Arky Construction and Supply ,f‘:
Projects / PID 239 Establishment of Sanitary Landfill —
o ok =woes g8 Batch [l Barcode Ao/ <>
Sign  Print Cancel Draft Waiting Done Lognote  WhatsApp  Activity Q ) &
Asid/OUT/00316 .
Joe Aljecera 308 PV
Delivery Address  Bgry. Tawad, Milagros, Masbate PID239 Scheduled Date * May 11, 2:58 PM Approved sl
Joe Aljecera 3:08 PM
Operation Type ~ Warehouse Asid: Delivery Orders - Product Availability > Available + To-Do done : Grant Approval
Source Location  Asid/Stock Source Document eg. PO0032 ‘El Ann Nicole Caballero 3:02 P
'l # Draft = Ready (Status)
Ann Nicole Caballero 2
Operations Additional Info Note ‘XE"( " Nicole Caballero =00 Put
# Transfer created
Product Demand Quantity Unit =
[CEM-T1-40] Cement (40 kg) (Type 1) 50.00 50.00 Bag Details W
Add a Product Move a Pack
] “Qr 2
Step 16. Click “Sign”.
The person responsible to sign is the person receiving the product.
4 Project Projects Tasks Reporting Configuration o d = A ﬂ @ X' Arky Construction and Supply ,fl.
Projects / PID 239 Establishment of Sanitary Landfill -_—
e oote S uoes [l Barcode o1 <>
Print Return Unlock Draft Waiting Ready Lognote ~ WhatsApp  Activity Q¥ a2
/ / f2  Ann Nicole Caballero 305 71
Delivery Address  Bgry. Tawad, Milagros, Masbate PID239 Scheduled Date ?  May 11, 2:58 PM d Ready — Done (Status)
X . ) . R ﬁ Joe Aljecera 3:05 PM
Operation Type ~ Warehouse Asid: Delivery Orders Effective Date ° May 11, 3:09 PM Approved
Source Location  Asid/Stock Source Document & Joe Aljecera 3:08 P
+ To-Do done : Grant Approval
Operations Additional Info Note I&‘l Ann Nicole Caballero 3:02 P
# Draft = Ready (Status)
Product Demand Quantity Unit = S Ann Nicole Caballero 300 711
¥ Transfer created
[CEM-T1-40] Cement (40 kg) (Type 1) 50.00 50.00 Bag Details

There are ways to sign:
Auto
Draw

Load
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& Project Projects Tasks Repor

m Projects / PID 239 Establishment
Asid/OUT/00316 %

m Print Return Unluj
Asid/OUT/00

Delivery Address  Bgry. Tawad, Milag
Operation Type ~ Warehouse Asid: Dy

Source Location  Asid/Stock

Operations Additional Info
Product

[CEM-T1-40] Cement (40 kg) (Type 1)

Adopt Your Signature X

Auto Load o

By clicking Adopt & Sign, | agree that the chosen signaturefinitials will be a valid electronic representation of my hand-written signaturefinitials for all purposes when

| itis used on documents, including legally binding contracts.

Cancel

59

e https://arkvconstruction.ph

X Arky Construction and Supply ﬁ

[ VARG

App  Activity a Y &

-\ /AME s o amER SRR

Adopt Your Signature

Auto Load

By clicking Adopt & Sign, | agree that the chosen signature/initials will be a valid electronic representation of my hand-written signature/initials for all purposes when

it is used on documents, including legally binding contracts.

Adopt & Sign Cancel
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Adopt Your Signature

Draw Load

T JW

By clicking Adopt & Sign, | agree that the chosen signature/initials will be a valid electronic representation of my hand-written signature/initials for all purposes when
it is used on documents, including legally binding contracts.

Adopt & Sign Cancel

@ open

% testing: no emails sent, etc
<« v oA « Pictures > PERSONAL > SIGNATURE

X o~ . D X .
X Arky Construction and Suppl:
~ G | search SIGNATURE £ pply F-
X
Organize »  New folder o- 1 @
> = Documents

Ao <D

. Pep Activity QS &

(D E-SIGNATURE

> T Meetings

> Microsoft Copi

> Recordings

ay

> Weekly Accom

@l Desktop  #

L Nownlnads &

File name: |E—SIGNATURE

— \

| custom files

Upload from mobile Cancel

By clicking Adopt & Sign, | agree that the chosen signaturefinitials will be a valid electronic representation of my hand-written signature/initials for all purposes when
itis used on documents, including legally binding contracts.

Cancel
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Adopt Your Signature X

I+
I -

Auto Draw

By clicking Adopt & Sign, | agree that the chosen signature/initials will be a valid electronic representation of my hand-written signature/initials for all purposes when
it is used on documents, including legally binding contracts.

Adopt & Sign Cancel

v Project Projects Tasks Reporting Configuration [} cll = Al * @ X Arky Construction and Supply ,fl!

Projects / PID 239 Establishment of Sanitary Landfill -_—
Asid/OUT/00316 o = vows Il garcode o1 <o

Print Return Unlock Draft Waiting Ready Lognote  WhatsApp  Activity a ' a?
Asid/OUT/00316

‘R;"t Ann Nicole Caballero 313 P

Delivery Address  Bgry. Tawad, Milagros, Masbate PID239 Scheduled Date’  May 11, 2:58 PM ¥ Order signed by Bgry. Tawad, Milagros, Masbate PID239
Operation Type ~ Warehouse Asid: Delivery Orders Effective Date * May 11, 3:09 PM
Source Location  Asid/Stock Source Document =

Operations Additional Info Note Asid/OUT/00316 si

Product Demand Quantity Unit fnd P;'l Ann Nicole Caballero 2:09 Pv
# Ready — Done (Status)
[CEM-T1-40] Cement (40 kg) (Type 1) 50.00 50.00 Bag Details Joe Aljecera 3:02 PM

Approved ul
Joe Aljecera 3:02 P\

« To-Do done : Grant Approval

‘Rf{ Ann Nicole Caballero 02 P
# Draft — Ready (Status)
ML Ann Nicole Caballero 200 i

|
# Transfer created
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5. RECORDS

« Project Projects Tasks Reporting Configuration

Projects

Stock Moves ¥

Reference

WHLG/INT...
Prod/OUT...
Prod/OUT...
Prod/OUT...
Asid/OUT/...
Asid/INT/...
Asid/OUT/...
Prod/OUT...
Prod/OUT...
Prod/INT/...
Prod/INT/...

Prod/OUT...

From
WHLG/Stock
Prod/Stock
Prod/Stock
Prod/Stock
Asid/Stock
Asid/Stock
Asid/Stock
Prod/Stock
Prod/Stock
Prod/Stock
Prod/Stock

Prod/Stock

To

Partners/Cus...

Partners/Cus...

Partners/Cus...

Partners/Cus...

Partners/Cus...

Partners/Cus...

Partners/Cus...

Partners/Cus...

Partners/Cus...

Virtual Locati...

Virtual Locati...

Partners/Cus...

Contact

Bgry. Tawad, Milagros, M..

LGU Milagros Masbate

Bgry. Tawad, Milagros, M...
Bgry. Tawad, Milagros, M..
Jodenson B. Bartolay, Ark...
Bgry. Tawad, Milagros, M..
Bgry. Tawad, Milagros, M..
Bgry. Tawad, Milagros, M..
Bgry. Tawad, Milagros, M..
Bgry. Tawad, Milagros, M...
Bgry. Tawad, Milagros, M..

Bgry. Tawad, Milagros, M..

6. RISKS & CONTROLS

Risk

2% info@arkvconstruct.com

e https://arkvconstruction.ph

Pinamarbuhan Mobo, Masbate

Philippines, 5401

333-1258 / +63 9998882759

Stock Moves =

Q Search..

Scheduled... Product (Copy)

[DT-226] Dump Truck (EQ226)
Diesel

Diesel

Diesel

[GAS-UNL] Gasoline (Unleaded)

[GIP-40-38] Gl (Galvanized Iron) Pipes (40mm, 38...

[PHENB-48-1/2-B] Phenolic Board (4" x 8 x 1/2", ...

Diesel
Diesel
[DRM-STL] Drum (Steel)
[DRM-STL] Drum (Steel)

Diesel

Possible Effect

[ J a o A * @ X' Arky Construction and Supply

Source Do...

BATCH/OU...

BATCH/OU...

BATCH/OU...

BATCH/OU...

BATCH/OU...

BATCH/OU...

BATCH/OU...

BATCH/OU...

Batch Tran...
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Company

Arky Const...
Arky Const...
Arky Const...
Arky Const...
Arky Const...
Arky Const...
Arky Const...
Arky Const...
Arky Const...
Arky Const...
Arky Const...

Arky Const...
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Control / Mitigation

CONFIDENTIAL: This document contains proprietary and confidential information of Arky Construction & Supply. Any
unauthorized review, use, disclosure, or distribution is prohibited and may be unlawful.




