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Pay close attention to the 
Description, make sure the 
item you have matches the 

description 
Many Items are labeled 
with the Part Number 
so check that they 
match 

Physical Counts 
Periodically count the 
number of items in 
stock and compare with 
the Quantity Aboard 
listed minus any that 
have been checked out.  

Physical Counts 
If the number of the 
items does not 
match the Quantity 
Aboard, write the 
correct amount on 
the line followed by 
“pc” then circle it. 

Pay close attention to the 
Issue Unit when you 
check out items.  If you 
only need part of a 
Package, Box, or Roll 
check out the item, take 
what you need and write 
“FREE” on the 
packaging. 

Check Out items 
by putting the 
number you 
remove on the line 
and circling it to 
the right of the last 
entry. 

Band-Aid, Shear Strips, 1” x 3”; 
Zee 731, 30/box 
 
LS0180     Box 

Example of Label on Drawers and Shelves 
Use the labels on the shelves to help 
you find items and ensure that you 
have the correct items.  Note 
Description, Number and Issue Unit. 

DO NOT write or change 
numbers here.  Use “pc” on 
the right to indicate quantity 
aboard. 

 • If you would like to make any changes to Description, Stock Level, Reorder Level, or wish to suggest a new item to stock, please write an email to the ALO account with details of the item. • 

Aisle, Rack, Bin 
Items are located in specific 

Aisle, Rack and Bin. They are 
numbered and D=Drawer, 

S=Shelf, F=Floor 
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