NIH Business Continuity and Contingency Plan

Appendix D-7

Administration – Warehouse Management

Version 6


Warehouse Management 

Process Phase
Dependency
Exposure
Consequence
Remedy

RECEIVING PROCESS

Warehouse staff performs QA process, inspection and receiving.
Personnel present


Personnel absent
Unable to perform receiving activities
Employ standard operating procedures – assumes another employee trained to do this



Unix Terminal Failure


Unable to automatically perform QA process, inspection and receiving
Use another terminal that works (if available)

Prior to December 31, 1999, coordinate with CIT to get hard copy list as well as hard copy purchase orders (OPM) of items expected to be received in the first week of Y2K.  Use list as baseline for inspection.  



ADB and/or RIMS Failure
Unable to automatically perform QA process, inspection and receiving
See number 2 above



LAN Failure
Unable to access RIMS
See number 2 above







Assign and Scan Tracking Identification Number (TIN).  Scan location for put-away
Personnel Present
Personnel Absent
TIN numbers will not be assigned and items will not be scanned for warehouse location.
Employ standard operating procedures – assumes another employee trained to do this 



Unix terminal failure
Unable to automatically assign TIN numbers
Prior to December 31, 1999, print out updated location report.  Warehouse operators will log in item storage locations in NSN sequence using card file system.  Managers will provide operators with list of locations per NSN number.  Location will be logged in on a daily report also.



RIMS failure
Unable to automatically retrieve location per NSN numbers
See above
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Operators put-away items
Personnel present
Personnel absent
Items are not put-away
Employ standard operating procedures – assumes another employee trained to do this





UNIX terminal failure


Locations are not automatically generated for items
Use list of locations per NSN number.   Managers use card file to manually assign operators to put-away items per location.  

All items received during system failure will be located in pre-designated storage area.
Attach copy of card file information to item when stored.
Return hard copy of card to manager who will file in numerical sequence.



RIMS Failure
Employee is unable to access locations per items
Same as above



PICKING and SHIPPING PROCESS

Daily information flow from ADB to RIMS.  RIMS receives downloaded purchase and requisition orders.
Manager present


Manager Absent


Managers do not download information for daily picks
Employ standard operating procedures - assumes another employee trained and authorized to do this



Terminal not available


Unable to download daily pick information


Able to receive and use hard copies of requisitions or orders by mail or courier.





ADB/RIMS failure
Unable to download daily pick information 


See above



LAN Failure
Unable to access ADB
See above
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RIMS stores inventory receipts into storage class by item.
Manager present


Manager absent


Inventory receipts are not sorted into storage classes.
Employ standard operating procedures – assumes another employee trained and authorized to do this.



Terminal Unavailable


Inventory receipts are not automatically sorted into storage classes.
Manually sort inventory receipts into storage classes.



RIM/ADB System failure


Orders will not be picked
Same as above



LAN Failure


Unable to access ADB
Same as above







System requests for orders that didn't download correctly
Manager present


Manager absent


Items are not picked
Employ standard operating procedures – assumes another employee trained and authorized to do this.



Terminal Unavailable


Orders not downloaded will not be picked
Should terminal not be available, there will be no download errors as there will be no daily downloading or information from ADB.



RIM/ADB System failure


Orders will not be picked
Same as above



LAN Failure


Unable to access ADB
Same as above
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Manager releases routes, sets up shipping lanes by building.  Set-up re-warehousing tasks.  Set-up item counting and location tasks.
Manager present
Manager Absent


Items will not be released for picking
Employ standard operating procedures – assumes another employee trained and authorized to do this.



Terminal Unavailable
Unable to automatically assign lanes by building and release routes.
Use another terminal that works (if available)

Print out hard copies of all shipping lanes by building, etc before December 31, 1999.  Manually assign requisitions, location and shipping lanes to operators.



RIMS and/or ADB failure


Unable to automatically assign lanes by building and release routes.
Same as number 2 above



LAN Failure
Unable to access RIMS
Same as number 2 above



Managers run Pending Workload report and assign pick areas per operator
Manager present


Manager absent


Pick areas will not be assigned to operators
Employ standard operating procedures – assumes another employee trained and authorized to do this.



Terminal Unavailable
Unable to automatically run pending workload report and assign pick areas per operator.
Use another terminal that works (if available)

Manager counts lines per requisition.  Keep record of lines and quantities per area.  Prepare daily workload sheet.

Print out blank copies of pick operator assignment sheets as well as blank copies of all shipping lanes by building, etc before December 31, 1999.  Use record and assignment to assign pick areas per operator.



RIMS and/or ADB failure


Same as above
Same as above



LAN Failure
Unable to access RIMS
Same as number 2 above
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Warehouse operators locate items using Unix scanner terminals.  Attach TIN to item and transfer to shipping grid.
Personnel present


Personnel absent
Items not transferred to shipping lanes to be shipped
Employ standard operating procedures - assumes another employee trained and authorized to do this



Unix Terminal Failure


Unable to automatically locate items
Use another terminal that works (if available)

Use hard copy lists of location assignments to locate items.   Use pre-printed labels, hand-write delivery and requisition information on label and transfer item to shipping grid.



LAN Failure
Unable to access UNIX
Same as above



Shipping operators scan TIN when all items arrive at stage grid/lanes
Personnel Present

Personnel Absent


TINS are not scanned and can not be tracked
Employ standard operating procedures - assumes another employee trained and authorized to do this



Unix Terminal Failure


Unable to scan TIN
Check off items from pre-printed requisition against workload sheet when item is delivered.



ADB/RIMS Failure
TIN locations are not transferred to RIMS
Same as above



LAN Failure
Unable to access RIMS
Same as above



Check if all items to be picked have been scanned in at grid/lane
Personnel Present


Personnel Absent


Quality assurance process not completed
Employ standard operating procedures - assumes another employee trained and authorized to do this



Unix Terminal Failure
Unable to automatically access daily workload report for all items
Use quality assurance personnel to check off items from pre-printed or handwritten daily workload sheet as items are delivered to grid/lane.



ADB/RIMS Failure
Information from RIMS will not be transferred to UNIX terminals
Same as above



LAN Failure
Same as above
Same as above
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Pack station operators print and attach shipping labels
Personnel Present
Personnel Absent
Shipping labels are not attached
Employ standard operating procedures - assumes another employee trained and authorized to do this



Unix Terminal Failure


Unable to automatically print shipping labels
Use another terminal that works (if available)

Pre-print shipping labels.  Hand-write or type in shipping address using order documents distributed by managers.

Pre-print shipping manifest.  Forward copy of completed manifest to inventory management at day end.



ADB/RIMS Failure
Unable to automatically access shipping information
Same as number 2 above



LAN Failure
Unable to access ADB
Same as above



Contractor performs stage/load process and ships orders
Contractor Present
Contractor Absent
Goods are not shipped
Use government-owned vehicles or other NIH contractors if shipping vendors fail to show up.
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