National Veterinary Stockpile 
Inventory Management File 
Item Management Guide

This guide contains directions for adding a new item within Item Management.

Stock Number: This must be an alphanumeric (letters and/or numbers) code to distinguish the item. It must be unique. No two items can have the same stock number. 
*Note: Some suggestions for stock numbers include the Universal Product Code (UPC) or stock keeping unit (SKU) of the item.

Item Type: Select from the drop down box the item type. The Inventory Management File (IMF) only creates items, not kits or tri-walls. 

Item Description: Provide a written description of the item being added. This will be displayed on all purchase orders and pick sheets.

Return items (Y/N): This field indicates whether the item should be returned after an event.  Check the box for a returnable item or leave unchecked for a non-returnable item. Checking the field means you would like the item to be returned, whether it has been issued or still in the warehouse. Leaving the field blank means you do not want the item back after an event.
*Note: Expendable items, such as rubber gloves, should be unchecked. Expensive, non-expendable, equipment should be classified checked and classified as returnable.

Cost per Receipt Unit of Measure (RUM): Enter the cost for the receipt unit of measure. 

RUM: Select from the drop down box the unit of measure in which someone would receive the item. The choices are: BT (bottle), BX (box), CS (case), DZ (dozen), EA (each), KT (kit), PAL (pallet), PR (pair), PK (package), RL (roll), and TRI (tri-wall). You can type your own if the RUM does not exist.

Issue Unit of Measure (IUM): Select from the drop down box the unit of measure in which someone would distribute/issue the item. The choices are: BT (bottle), BX (box), CS (case), DZ (dozen), EA (each), KT (kit), PAL (pallet), PR (pair), RL (roll), and TRI (tri-wall). You can type your own if the IUM does not exist.

IUMs per RUM: Indicate how many IUMs are contained within the RUM. This should only be a number. For example, you would enter 5 if there are five (5) rolls per case.

Package Description: This field is automatically filled in based on the responses from fields RUM, IUM, and IUMs per RUM. Confirm that this field is correct. If not, change the RUM field, the IUM field, or the IUMs per RUM field.

Re-order level: Indicate the quantity on hand that determines when it is necessary to re-order more of that item. This number is in IUM.

Re-order max: Indicate that maximum quantity you want to have on hand after a reorder. This number is in IUM. 
*Example: Your re-order max is 200, and your re-order level is 100. After issuing items, when you have fallen below your re-order level (100), the IMF will order up to the re-order max (200). If you have 90 on hand, the IMF will order 110 items.

[bookmark: _GoBack]NVS Item: Indicates whether the item is an NVS item.  The IMF does not allow this field to be edited. 
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