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Preface

Vocational Education is a dynamic and evolving field, and ensuring that every student
has access to quality learning materials is of paramount importance. The journey of the
PSS Central Institute of Vocational Education (PSSCIVE) toward producing
comprehensive and inclusive study material is rigorous and time-consuming, requiring
thorough research, expert consultation, and publication by the National Counci] of
Educational Research and Training (NCERT). However, the absence of finalized
material should not impede the educational progress of our students. In res
this necessity, we present the draft study material, a provisional yet co
guide, designed to bridge the gap between teaching and learning, unyj e official
version of the study material is made available by the NCERT. The d@.\dy material
provides a structured and accessible set of materials for teachers and dents to utilize
in the interim period. The content is aligned with the prescribe%@riculum to ensure
that students remain on track with their learning objectives.

The contents of the modules are curated to provide continuj y’&ﬁ education and maintain
the momentum of teaching-learning in vocational edugalyn. It encompasses essential
concepts and skills aligned with the curriculum and e%tational standards. We extend
our gratitude to the academicians, vocational cators, subject matter experts,
industry experts, academic consultants, and éhkother people who contributed their
expertise and insights to the creation of the study material.

Teachers are encouraged to use the draf‘o&dules of the study material as a guide and
supplement their teaching with addi fa’l resources and activities that cater to their
students' unique learning styles anhg needs. Collaboration and feedback are vital,
therefore, we welcome suggesta for improvement, especially by the teachers, in
improving upon the content of. study material.

This material is Copyrigh%&nd should not be printed without the permission of the
NCERT-PSSCIVE. g{&

>
4@ Deepak Paliwal
O\ (Joint Director)
cv) PSSCIVE, Bhopal
Dge: 20 June 2024
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SUPPLY CHAIN, LOGISTICS AND
WAREHOUSING

MODULE 1

Module Overview

Modern corporate operations rely heavily on supply chain management, logistics <

and warehousing to ensure the seamless movement of goods and serv1ces fr
production to consumption. Supply chain management is coordinating
procedures and actions with the goal of maximising the sourcing, ac 1on
manufacturing, and distribution of commodities. In order to effect@satlsfy
customer expectations while lowering costs and optimising profitabili¥y, this all-
encompassing approach includes strategic planning, coq;é@ation, and
integration of numerous stakeholders, including suppliers anufacturers,
distributors, and retailers. 0

A crucial part of carrying out the complex network of, @Vltles in the supply
chain is logistics. It includes organising, carrying out, managing the transfer
and warehousing of products, services, and data fr e point of origin to the
site of consumption. The goals of logistics manag t are to guarantee on-time
delivery, cut lead times, and improve overall o r’§onal efficiency. This includes
managing warehouse operations, optimising Ré@ entory levels, and choosing the
most economical mode of transportation. E¥getive logistics strategies are critical
for organisations to remain competitiv responsive to ever-changing client
expectations in today's worldwide mayKetplace, when speed and agility are
important.

Warehousing offers storage fagilies for inventory management and order
fulfillment, it plays a cr1t1c e in the supply chain. Warehouses serve as
distribution facilities for modltles waiting to be shipped to clients or
transferred to other d\é’ ution sites. Their strategic location minimises
transportation costs delivery delays. The introduction of cutting-edge
technologies like au atlon robotics, and real-time inventory tracking systems
has transforme ntemporary warehouses into complex hubs capable of
managing the g@wyicacies of contemporary supply chains. Maintaining inventory
accuracy, m@kjPg the most out of storage space, and enabling order processing
with ease all made possible by effective warehouse operations, which in turn
boost @mer happiness and financial success.

This module will focus on various aspects of warehouse. The first session covers
the basics of supply chain, the second session includes the concept of logistics,
the third session describes about the fundamentals of warehousing, and the
fourth session discusses about the functions & classification of warehouses.

“Q*
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Learning Outcomes

After completing this module, you will be able to:

e Tounderstand the basic principles and components of supply chain management,
including the flow of goods, information, and finances from suppliers to
consumers.

e To learn about the key concepts of logistics, including transportation, inventory
management, and the coordination of resources to ensure the efficient moveé;nt
and storage of goods. <

e To gain a fundamental understanding of warehousing operations, in@ang the

storage, handling, and distribution of goods within a warehouse \Opnment.

e To learn about the various functions of warehouses, such a rage, Cross-
docking, and distribution, as well as the different types of w@houses and their
specific uses in the supply chain. m@

A4
Module Structure &O
X<

Session 1: Basics of Supply Chain ; Q)

Y
Session 2: Concept of Logistics @

A
Y

Session 3: Fundamentals of WarehousmgA (‘\'

Functions and Classificatio ’%?{Narehouses

Session 4:

Session 1: Basics of Supply Chain

A supply chain is the network of all the individuals, organisations, resources,
activities and technology involved in the creation and sale of a product. A supply
chain encompasses everything from the delivery of source materials from the
supplier to the manufacturer through its eventual delivery to the end user. The
success of the@ﬁess often depends on the success of the supply chain. Supply
chain manage t deals with—

é‘ flow

a) M%
b) (nfdrmation flow
inancial flow

Q a) Material flow: This is a physical flow of products from the
supplier/seller/buyer to the customer, which is one directional or
unidirectional (Fig. 1.1).
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Manufacturer
/ Product
maker

Fig. 1.1: Material Flow in Supply Chain

b) Information Flow: In this the information flows from supplier/ seller to
customer/buyer and then customer to supplier (Fig. 1.2).

Manufactur
er/ Product Distributor
maker

%NFORMATION WQJ

Manufactur
Distributor e/Product
maker

Fig. 1.2: Information Flo\;@'Supply Chain

c) Financial Flow: In this the m flows from customer to supplier, when

customer accepts the prodygc@and confirms the payment of money which

goes to the supplier (Fig.
4

mA -

1g 1.3: Financial Flow in Supply Chain
TYPES OF. LY CHAIN

There a& mmon models of supply chain viz.

egrated make-to-stock model.
Q% Build-to-order model.
. Continuous replenishment model.
1. Channel assembly model.

2. Integrated make-to-stock model: This model is used to track client
request in real time and production process, maintain finished goods
inventory and storage of raw material.
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3. Build-to-order model: In this the company assembles the components to
produce finished goods immediately upon the receiving of the order.

4. Continuous replenishing model: In this model, the company works with
intermediaries and suppliers to constantly replenish inventory. This is
useful for the products with stable demand, for example- circulation of
prescribed medicine.

5. Channel assembly model: This model is a modification of build-to-Qrder
model. %’
%,
COMPONENTS OF SUPPLY CHAIN . %(,\'

The supply chain consists of various components that work tog \>i:o ensure
the smooth flow of goods and services from the initial prod to the end
consumer. Following are the components of Supply Chain: &

1. Suppliers provide the basic materials needed for prq@@tion.

2. Manufacturers provide Production Facilities \@re raw materials are
transformed into finished goods. X,

3. Distribution and Logistics provide facilitie@ke:
a) Warehousing Facilities for storing{l@hed goods before distribution.

b) Transportation for the movem@t’ of goods from manufacturers to
distributors and retailers. ¢,

c) Inventory Managemen@onitoring and controlling the levels of stock
in warehouses.

4. Retailers provide physéﬁ retail locations where consumers can purchase
goods. There are O ‘h&é Retailers who provide E-commerce platforms that
facilitate online s%s.

S. Customers ar&ﬁde end-users who purchase and consume the products or
services.

6. Informa Systems: Software and tools to manage and optimise the
vari rocesses within the supply chain. There are integrated software
si s that help manage business processes across various departments.

7% latory Bodies like Government Agencies which enforce regulations and
tandards related to manufacturing, transportation, and product safety.

Q 8. For finance in supply chain Financial Institutions provide funding and
financial services to support supply chain operations.

9. Reverse Logistics manages the return of products from customers and the
associated logistics.
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FUNCTIONS OF SUPPLY CHAIN

The functions of a supply chain within a warehouse context involve various
activities aimed at efficiently managing inventory, processing orders, and
ensuring smooth logistics operations. Following are the key functions for a
warehouse in the supply chain:

1. Inventory Management: Efficiently overseeing the storage and movement
of goods within the warehouse like tracking inventory levels, implementing
strategies for optimal storage and organisation, conducting regular $ock
counts and audits. <

2. Order Processing: Managing and fulfilling customer orders ac, é?ely and
promptly like receiving and validating customer orders, pid&, packing,
and preparing orders for shipment, and updating inventqg cords in real-

time.
4,

3. Receiving and Put-away: Handling the arrival o?’Qlcoming goods and
placing them in designated storage locations like@loading and inspecting

incoming shipments, assigning storage logqtions based on product
characteristics. Updating inventory syste th received quantities.

4. Picking and Packing: Retrieving items @m inventory and preparing them
for shipment like selecting items f@their designated storage locations,
assembling and packing items cording to order specifications by
applying labels and preparing &&'umentation for outbound shipments.

5. Shipping and Dispatch: %inating the outbound movement of goods
to customers or other @e tinations like arranging transportation and
scheduling shipment b’

6. Returns Mana nt: Handling and processing product returns
efficiently lik iQS ecting returned items for damage or defects.

7. Warehous ety and Security: Ensuring the safety of personnel and the
securit §oods within the warehouse like implementing safety protocols

and @mng programmes.

8. @&nology Integration: Incorporating technology solutions to enhance
rehouse operations by implementing Warehouse Management Systems
G,) (WMS) for process automation.

&PORTANCE OF SUPPLY CHAIN
The Supply chain is important because it:

1. Helps to reduce inventory cost: For an effective warehouse management
ensures optimal inventory levels, minimizing excess stock and reducing
holding costs associated with storage and handling.
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2. Helps to boost customer service and improve customer satisfaction:
Well-managed warehouses facilitate faster order processing and
fulfillment, leading to shorter lead times and on-time deliveries.

3. Maintains better trust between partners: For an efficient warehouse
operations contribute to reliable supply chain performance, fostering trust
and confidence among partners.

role in supporting manufacturing operations by providing timely ac to

4. Provides efficient manufacturing strategy: Warehouses play a cgicial
raw materials, components, and supplies. NQ

5. Increases cash flow: Effective warehouse management e ces cash
flow by reducing tied-up capital in excess inventory and mipiq¥zing storage
costs.

6. Reduces operating cost: Efficient warehouse pra@&és, such as layout
optimization, inventory  consolidation, and) labor productivity
improvements, help reduce operational eXpenses.

7. Improves financial position by decreasi Qmed assets: Well-managed
warehouses optimize asset utilization reduce the need for excess fixed
assets, such as storage facilities andﬁe@mpment.

8. Improves quality and gives hi &’profit margin: Effective warehouse
management ensures product & ity by implementing rigorous inspection
and quality control process QO

Activity 1: Prepare a c@! showing basic functions and requirements of Supply
Chain.

X
Material Required§. Note Book 2. Pen/Pencil 3. Check list

Procedure: Q

1. Visi @arehouse along with peers.

2. %gt the inventory executives and others, and greet them.

@‘ ake a tour of the warehouse and enquire from the manager about the
Q function and activities of supply chain:

a) Suppliers of various products and their locations.

b) Storage of the products.

c) Local distributors of these products and their locations.
d) Potential customers.

e) Transportation facility used for the products.

PSS CENTRAL INSTITUTE OF VOCATIONAL EDUCATION (NCERT), BHOPAL




Warehouse Claims Coordinator- Grade XI

f) Types of supply chain.

g) Supply chain management process.
4. Discuss with the executive(s) about supply chain practices.
5. Prepare a chart and discuss with friends and show it to the teacher.
6. Teacher should display that chart in class.

Activity 2: Draw a chart showing models of supply chain.

Material Required: Check list, Notepad, pen/pencil, drawing sheet, @olour
pencils, etc.

X
Procedure: ~<')\>'
1. Collect the materials required to make the flow chart. 0’
2. Draw a chart containing models of supply chain on a @eet.

3. Check the characteristics from the textbook and 6?)91 what your teacher
has taught in the class.

X
X
a) Integrated make-to-stock model. %O
b) Build-to-order model. @
c) Continuous replenishment moqle}é\;
d) Channel assembly model. @'(’N
4. Ensure about your work co @)}Eion.

S. Submit that chart contajining models of supply chain to your concerned

teacher. b,

6. Discuss your wo h the classmates in presence of your teacher.
7. Teacher shou{%glisplay that chart on display board.
,(,‘D'
Activity 3@1 ly Chain Components Matching Game

Materiq@i quired: Printed cards with Supply Chain Components written on
one si nd their corresponding descriptions written on the other side., Timer
(opti ), Whiteboard or flip chart (optional)

edure:

1. Shuffle the printed cards with Supply Chain Components and their
descriptions.

2. Place the cards with the descriptions facing down on a table.

3. Have participants take turns picking a card with a Supply Chain
Component and try to match it with its corresponding description.

PSS CENTRAL INSTITUTE OF VOCATIONAL EDUCATION (NCERT), BHOPAL




Warehouse Claims Coordinator- Grade XI _

Column A Column B
Helps to reduce inventory cost. Inventory Management
Helps to boost customer service and improve Order Processing
customer satisfaction.
Maintains better trust between partners. Receiving and Put-away
Provides efficient manufacturing strategy. Picking and Packing
Improves process integration. Shipping and Dispatch ,.0'
Improves bottom line. Returns Management ,\[\KJ
Increases cash flow. Warehouse Safety and §Q\@Yty
Reduces operating cost. Technology Integratiwy
Improves financial position by decreasing fixed | Inventory Manage "
assets.
Improves quality and gives higher profit Order Proces%@
margin.

a
Protects traditional freedom and development. Receivgl&ﬁd Put-away

4. Participants can flip the card with the Co@nent to check if they made
the correct match. @

S. If a participant matches a Compone‘:g}with its description correctly, they
earn a point. ,(,\

6. Continue playing until all ma}?@s have been made or for a predetermined
amount of time.

7. The participant with tRk e%‘iost points at the end wins the game.
()

Check Your Progress

A. Fill in the Bla N

1. Supply @'&n consists of suppliers, manufacturers,
s and customers.

2. E];Q&\ogf) in the supply chain is crucial.

provide the basic materials needed for production.

55
Q . provide production facilities where raw materials are
transformed into finished goods.

5. There are online retailers who provide platforms that
facilitate online sales.

B. Multiple Choice Questions

1. The order of a characteristic manufacturing is: -

a) Storage-Supplier—-manufacturing-storage—distributor-retailer—
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customer

b) Supplier-Storage-manufacturing-storage—distributor-retailer—
customer

c) Supplier—-Storage-manufacturing-distributor—storage-retailer—
customer

d) Supplier-Storage-manufacturing-storage-retailer-distributor—
customer b’

2. The purpose of supply chain management is - NQ,QJ
a) Being responsible for customer satisfaction \).6
b) Increasing product quality 0,
c) Integrating demand and supply Q
d) Increasing production ~O

3. Logistics is involved with the onward and oppqé)fv flow of -

a) Goods %O

b) Services

c) Cash . (b'\/

d) All of the above efrx
4. The main decision areas in L@ply chain management -

a) Planning, ProductiongD1stribution, Inventory

b) Location, Produc Gr%nventory, Distribution

c) Marketing, Lc%tmn Production, Distribution

d) Productiog\Scheduling, Inventory, Planning

5. The pro of logistics is -

a) Pl@ung
plementing
c*):%ntrolhng
d) All of the above
C. State Whether the Following Statements Are True or False

1. Supply chains are becoming more complex and dynamic.

2. The information flows from seller to customer and then customer to
supplier.
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3. Supply chain is the support of a company which accomplishes the serious
issues.

4. Customers are the end-users who purchase and consume the products or
services.

5. Retailers provide physical retail locations where consumers can purchase

goods.
D. Match the Columns b’
COLOUMN A COLOUMN B ;)(,\r
o‘\v
1 Integrated make- | A In this the company assem@ s the
to-stock model components to produce fipisDed goods
immediately upon the recedving of the
order. @QJ
2 Build-to-order B This model is a m%@cation of build-to-
model order model. X,
O
3 Channel assembly | C This model is u to track client request in
model real time an@)roduction process, maintain
finished %gds inventory and storage of raw
materi3
E. Short Answer Questions \16

s
1. Define supply chain.

What is flow of supply&in?

What is logistics? )(JQ'
What is a mag&e%ervice?

&> LN

S. Draw a ﬂoK@iart containing supply chain process.
F. Long A w@Questions

1. E %—(various types of supply chain.

Gdliberate the importance of supply chain.
% Explain briefly about sub-sectors of logistics.

Q 4. State the relationship between logistics and supply chain management?
G. Check your Performance

1. Draw a flow chart of material flow and financial flow.

2. List the functions of supply chain management with an example.

3. Demonstrate the importance of supply chain with an example.
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4. Draw a flow chart containing list of subsectors in logistics.

5. Difference between warehousing and logistics.

Session 2: Concept of Logistics

Logistics is the process of planning, implementing and controlling procedures for
the efficient and effective transportation and storage of goods. It includes
movement of services and related information from the point of origin to the fint
of consumption. Its goal is to successfully meet the customer’s require@ﬁts.
This process includes inbound, outbound, internal and external mov.e% ts.

According to the Council of Logistics Management, logistics is th \}nagement
process of planning, implementing, and controlling tlg;@hysical and
informational flow concerned with material and final good m the point of
origin to the point of usage. International logistics involve@%ﬁe management of
these resources in a company's supply chain across aceast one international
border. X,

The aim of logistics is to plan and coordinate %Qlose activities necessary to
achieve desired levels of delivered service al@q ality at lowest possible cost.
Logistics must therefore be seen as the lixs& etween the marketplace and the
operating activity of the business. {b’

The role of logistics is changing from@rehousing and transportation to provide
an integrated set of services t fOdelivers the right products, in the right
quantities, right quality, at the rigfit time all for the right cost. Basically, logistics
has been divided in to two b@ categories:

Inbound logistics is o e@afhe primary processes of logistics concerned with in
movement of purchaseéaw material from suppliers to company.

Outbound logisti g\i's the movement of finished products from manufacturing
unit (factory) end user (customer).

Functior@ogistics
The fu&?@ s of logistics are given in the following chart (Fig.1.4):

Q% Logistics
I
I T T T T T 1
Order Inventory Warehousing . Storage & Logistical
. ransportation i X
Processing Control Material Packaging

Handling

Fig. 1.4: Functions of Logistics
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1. Order processing: It is a transaction between two parties, i.e., Purchase
Order (PO) placed by a buyer to the seller. The process document holds its
own importance because it has direct relation to the order. This order
document indicates order date and delivery date to the customer.

2. Inventory control: Inventory control is the process of managing the
inventory and striking a balance between the customer and the market.

goods or raw materials are kept at this place. The features of wareh ng
are— \Q
.\6

e Locality of warehouses and facilities. O

3. Warehousing: Warehousing involves a place used for storage. The ﬁn;’;hed

e Number of warehouses. Q’Q’
e Size, mass or area of the warehouse. <

e Warehouse layout. ONO

e Ownership of warehouse. ’&,&

4. Transportation: The physical movement df goods from one place to
another is known as transportation of @ds.

S. Storage and Material Manageme@t® The arrangement of goods in a
specified area is known as stora aterial management.

6. Packaging: Packaging is Kf’unction of protecting the goods in the
physical distribution proc&Rs”It extends the life of the product without any

damage. bS

7. Information: Info 1on is shared from one person to another by using
information tech@ogy tools.

Logistics is the pro gg% of planning, implementing and controlling procedures for
the efficient ar@ ctive transportation and storage of goods.

Importancg;of Logistics

The su ‘és in logistics translates in business into higher efficiency, cheaper
cost jcher production rates, better inventory control, more efficient use of
w. use space, higher customer and supplier satisfaction, and better
Qﬁomer experiences.

Each of these elements has a big impact on how successful a business is. Keep
in mind that logistics also includes handling returns to maximise the profit from
these goods.

INTERNATIONAL LOGISTICS

International logistics refers to the management and coordination of the flow of
goods, services, and information across international borders. It involves the
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entire process of planning, implementing, and controlling the efficient movement
and storage of products, as well as the related information and financial
transactions, from the point of origin to the point of consumption. Major key
components of international logistics include:

1. Transportation: This involves the physical movement of goods from one
location to another. Modes of transportation can include air, sea, rail, and
road. Choosing the right transportation mode depends on factors such as
the type of goods, distance, time constraints, and cost considerationsb,

2. Warehousing and Distribution: Efficient storage and distributiorb@gﬁities
are crucial in international logistics. Warehouses play a role in
inventory management, and distribution centers help @Q¥lGre timely
delivery to customers. 0'

3. Customs and Compliance: Navigating custO{gy regulations and
compliance requirements is a critical aspect of intern¥tional logistics. This
includes dealing with import/export documi¢ntation, tariffs, trade
restrictions, and compliance with internati% rade laws.

ry levels is essential to meet
ing costs. Companies need to
strike a balance between having Con ugh stock to meet demand and
avoiding excess inventory that c }fe up capital.

4. Inventory Management: Managing inyen
customer demand while minimisin c@y

5. Information Management; Tintely and accurate information is crucial in
international logistics. includes tracking shipments, managing
inventory levels an «%;caying informed about regulatory changes.
Technology, such as bp y chain management software, helps in effective
information ma ent.

6. Risk Manage t: International logistics involves various risks, including
geopolitical, @urrency fluctuations, natural disasters, and transportation-
related . Companies need to implement risk management strategies
to m@te these potential challenges.

7. boration and Communication: Effective communication and

%&)llaboration with various stakeholders, including suppliers, distributors,

% and transportation providers, are essential for smooth international
logistics operations.

8. Sustainability: As environmental concerns grow, sustainable practices in
logistics are becoming increasingly important. Companies are exploring
ways to reduce their carbon footprint, optimise routes, and adopt eco-
friendly packaging.

The complexity of international logistics requires a strategic and holistic
approach to ensure the seamless movement of goods across borders. Companies
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often collaborate with third-party logistics providers (3PLs) to leverage their
expertise and resources in managing the complexities of international supply
chains.

SUB SECTORS IN LOGISTICS

As per the Logistics Sector Skill Council, there are eleven subsectors oper@ng
in the entire logistic process which are shown in (Fig.1.5). NQ’
Coa
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SUB SECTORS IN LOGISTICS

LAND TRANSPORTATION

COLD CHAIN SOLUTIONS

COURIER AND EXPRESS INDUSTRY

E COMMERCE

DEPOTS AND CONTAINER FREIGHT
STATIONS

MARINE SERVICES, SHIPPING AND
INLAND WATERWAYS

SUPPLY CHAIN

LIQUID LOGISTICS

Places where goods are stored

Movement of goods or people
from one location to another
on land

Place to store perishable
items.

Services to move the shipment

from one place to another

Transaction of Buying or Selling
online

Freight is picked up and is sent
on its way to the airport

Organises shipments for
corporations to get goods from the
manufacturer to a final point of
distribution.

Seagoing vessels on voyages which are
undertaken wholly or partly at sea

Entire network of entities, directly or
indirectly interlinked and
interdependent in serving the same
consumer or customer.

Specialised in transporting and
storing liquid chemicals

Fig. 1.5: Sub Sectors in Logistics

The detailed information about sub sectors of the logistic sector is elaborated
below as:
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1. Warehousing - Storage and Packaging (including tertiary packaging)

Warehousing is the act of storing goods that will be sold or distributed
later. While a small, home-based business might be warehousing products
in a spare room, basement or garage, larger businesses typically own or
rent space in a building that is spemﬁcally d631gned for storage (Fig.1.6).

wi

Fig. 1.6: Warehousing - S \g,ge and Packaging

2. Land Transportation (includiné}’@%mmercial vehicle drivers for cargo)

Land transport or land _ tlrj;nsportation, also referred to as
ground transport or ground transportation, is the transport or movement
of people, animals and goods from one location to another on land, usually
by rail or road. The gportation subsector deals with consolidation of
cargo, transportati¥a and coordination of the transport network. Given the
shortage of Cgmrercial Vehicle Drivers especially in the Heavy Vehicle
segment (F1g 1.7).
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Fig. 1.7: Vehicles used in Land Trar@ortation

3. Cold Chain Solutions P
"
A cold chain or cool chain is a temperature-controlled supply chain. An

unbroken cold chain is an uninterrupted series of refrigerated production,
storage and distribution activities, along with associated equipment and
logistics, which maintain a desired low-temperature range (Fig.1.8).
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Producer - Transport
Spisdy Delgis s AN 5 S0 s el ) b dilteau i aast e L RGRRG
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Fig. 1.8: Cold Storage and Cold Chain Solution
4. Courier and Express Industry

Couriers are distinguished from ordinary mail services by featqrgs such as
speed, security, tracking, signature, specialisation and individualisation of
express services, and swift delivery times, which are optional for most
everyday mail services. As a premium service, couriers are usually more
expensive than standard mail services, and their use is normally limited to
packages where one or more of these features are considered important

enough to warrant the cost (Fig.1.9). \:\'
NO)

- .
. 4

,g(b' Fig. 1.9: Courier Services
5. E-C Qerce (e — logistics)
¥ )

The E-Commerce is flourishing as a result of increasing internet and
(nobile penetration, growing acceptability of online payments and
%favourable demographics. E- Logistics is a dynamic set of communication
Q% computing and collaborative technologies that transform key logistical
process to be customer centric by sharing data, knowledge and information
with supply chain partners. Its main objective is to deliver the right
products in right quantities at right place and time to right customer
(Fig.1.10(a) and Fig 1.10 (b)).
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Customer relations

éo
S
A

”

Point of sale - - “ Supply purchasing

Multichannel management and relationships

Sales and marketing

Fig. 1.10 (b): E - Commerce Logistics

6. Port Terminals, Inland Container Depots and Container Freight
Stations

A portis a location on a coast or shore containing one or
more harbors where ships can dock and transfer people or cargo to or from
land. A port terminal is a place alongside navigable water with facilities for
the loading and unloading of ships (Fig.1.11 (a)).
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Fig. 1.11(a): Port Terminals <

Inland Container Depots, otherwise known as ICDs, are dry ports equipped
for handling and temporary storage of containerised cargo as well as empties.
This means that hinterland customers can receive port services more
conveniently closer to their premises (Fig.1.11 (b)). QJ‘

- AN

Figd‘.‘llb): Inland Containers Depot
A

Container Freight Station, a facility where freight shipments are
consolidated or o’lg-co}lsolidated and staged between transport legs. A CFS is
typically located in proximity to an ocean, port, or airport, where
cargo containers are transported to and from (Fig.1.11 (c)).

Fig. 1.11(c): Container Freight Station

7. Air Cargo Handling (other than tarmac side operations)
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Air cargo is any property carried or to be carried in an aircraft. Air cargo
comprises air freight, air express and airmail. Air cargo handlers require
little formal education (Fig.1.12). Learn about the training, job duties and
requirements for air cargo handling positions to see if this is the right
career for you. Air cargo handlers work at airports loading and unloading
baggage.

Fig. 1.12: Air Cargo an@:s Handling
8. Freight Forwarding and Custom‘?'{b'

Freight forwarding is the coordination and shipment of goods from one
place to another  via a single or multiple carrier
via air, marine, rail or hi§hway (Fig.1.13).

Customs Departmer&t‘g are the government designated authority to

implement the policies related to import and export, collect customs duties
and facilitate movement of people, goods, and cargo into and out of the

country. OSS‘ .

Fig. 1.13: Coordination of Freights
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9. Marine Services, Shipping and Inland Waterways

Marine services are port-related activities conducted to ensure the safe and
expeditious flow of vessel traffic in port approaches and harbours and a
safe stay at berth when moored or at anchor (Fig.1.14).

Fig. 1.14: Marine Services :&a Port

The term ‘shipping’ has evolved from its original relationship to ships and

seaborne trade, to encompass any mode of transport that moves goods

between two points. The implication of the extended meaning of ‘shipping’

is that the shipping industry has become more complex, as well as more
~/

dynamic(Fig.1.15). A \(b)'&

Fig. 1.15: Shipping the Goods
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Inland waterways are a network in the form of rivers, canals, backwaters
and creeks that can be used for transportation in place of or in addition to
roads and rails.

10. Supply Chain

A supply chain is the network of all the individuals, organisations,
resources, activities and technology involved in the creation and sale of a
product, from the delivery of source materials from the supplier to_the
manufacturer, through to its eventual delivery to the end user. The supply
chain segment involved with getting the finished product from the
manufacturer to the consumer is known as the distributi(z,r,l channel
(Fig.1.16).

A
il
[ s ..
Manufacturer \
X *.
Distributer /

L 4

5@1.16: Components of Supply Chain

11. Liquid Logistic

5
Liquid logistics is a specialized material-handling and transportation
discipline that is used when moving liquid products through a supply
chain (Fig.1.17).

- s

Fig. 1.17: Liquid Logistics Vessels
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RELATIONSHIP BETWEEN LOGISTICS WITH WAREHOUSING

Logistic is the process of planning, controlling and implementation of storage
goods from the starting points and movement of the final product. Warehousing
is a planned space for the handling and storage of goods and material. By storing
the goods throughout the year and releasing them as and when they are needed,
warehousing creates time utility.

Warehousing is holding inventory in a location. Logistics is the entire process of
obtaining material from sources to putting it in the hands of users. Logistics
includes transportation, information systems, warehousing and distribution,
procurement, finance, performance metrics and so on.

POSITIVE RELATIONSHIP BETWEEN LOGISTICS AND WAREHOUSING

The relationship between Logistics and Warehousing is conceived as a breakeven
point at which goods/services/ideas and persons can be conveyed from the place
of production to the society/final consumers/customers; through many means
of communication such as the use of mobile phones, the internet, and other
communication pipelines. Many modes of transportation are used to move the
items: trucks are used as a means of transporting products to a storage
warehouse for safety, to avoid theft and exposure in certain climates.

Warehousing is a key component of logistics management and how businesses
manage the transportation and storage of their inventories. Warehousing and
logistics must be aligned within a firm to have a high effectiveness on overall
manufacturing production as well as outbound logistics activities. The
collaboration between these two functions must be utilized effectively while also
maintaining high levels of synchronization in order to garner the most efficiency
and effectiveness within the firm, as well as the supply chain as a whole.

DIFFERENCES BETWEEN LOGISTICS AND WAREHOUSING

Warehousing and logistics are two different aspects of similar functions within
the supply chain. Warehousing is the safe storage of goods, inventory,
information, etc. within a specified area or building. Logistics is the overarching
principles and function of transportation, warehousing, internal movement, of
the same goods, inventory, information, etc. to a manufacturing line or back to
the firm from the customer (reverse logistics). Warehousing and logistics are a
‘tandem in terms of their operational scope so ensuring these components
collaborate in regards to operations is key.

CORRELATION OF SUBSECTORS
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The subsectors of logistics are interrelated to each other. Each subsector is
directly or indirectly interdependent. Logistics help to facilitate the goods
movement from starting to the end (fig. 1.18).

SUPPLY CHAIN
MANAGEMENT

LOGISTICS

SUB SECTORS

WAREHOUSING
LAND TRANSPORTATION
COLD CHAIN SOLUTIONS
COURIER AND EXPRESS INDUSTRY
E COMMERCE
PORT TERMINALS
AIR CARGO HANDLING

FREIGHT FORWARDING AND
CUSTOMS

MARINE SERVICES, SHIPPING AND
INLAND WATERWAYS

SUPPLY CHAIN
LIQUID LOGISTICS

C} Fig.1.18: Correlation of Subsectors

Activity 1: Draw a chart containing sub sectors of warehousing industry

Material Required: Check list, Notebook, pen /pencil, drawing sheet, color
pencils.

Procedure:

1. Purchase or arrange a drawing sheet
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2. Collect the materials required to draw.

3. Draw a chart containing sub sectors of warehousing in a sheet.

4. Check the characteristics of sub sectors from the textbook and teacher
taught in class

a) Scope of Operations

b) Market Dynamics

c) Technological Requirements

d) Labor Intensity

e) Value Chain Positioning

f) Economic Contribution

g) Environmental Impact

h) Risk Factors

i) Globalization and Trade

Ensure about your work completion
Discuss with the classmates in front of your teacher.

Handle quarries asked by the classmates.

® N o o

Incorporate the suggestions given by the friends and teachers in the
class.

9. Submit the chart to the teacher.

O
Activity 2: Draw a charg@correlate the logistics with warehousing

Material required: Ch%c list, Notebook, pen /pencil, drawing sheet, color
pencils. Xo
Procedure: ,g(b’

N\

1. Purchase or arrange a drawing sheet
2. Collect the materials required to draw.

3. Draw a chart containing warehousing and correlate it with logistics
¢ industry.
Q a) Transportation
b) Inventory Management
c) Order Fulfillment
d) Distribution
e) Supply Chain Optimization

4. Check the characteristics from the textbook and teacher taught in class
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Ensure about your work completion

Discuss with the classmates in front of your teacher.

Submit that chart to your teacher.

® N o u

Teacher should display that chart in class.

Check Your Progress

A.Fill in the Blanks . ,;Q'
1. is the act of storing goods. NQ\'
2. Movement of goods from one place to anothQ s called as
transportation. <
3. Warehouse is an important activity of ONO function.
4. A cold chain is a temperat&r)é‘controlled supply chain.
S. is a dynamic set é()communication computing
technologies that transform key logistic@p ocess.
6. A is a place alpflgside navigable water with facilities
for loading and unloading of ship&\
B.Multiple Choice Questions \16

N

1. Logistics is the process of
a) Planning, bﬁ
b) Implementing \',Q'
c) Controllingex,

d) All of Th(,@bove

2. ~ is a critical element in the physical distribution of a

pr@ét’?
@hdustrial Packaging

% ) Logistical Packaging
c) Both (a) and (b)
d) Only (a)

3. How many sub - sectors are there in logistics?

a) 10
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b) 20
c) 11
d 12

4. A cold chain or cool chain is a controlled supply chain

a) Temperature

b) Monitor bv
c¢) Environment ~(>,@
d) None of the above \>6

5. Air cargo comprises

A
a) air freight Q

b) air express ’\OQJ
c) airmail \,O
d) All of the above O\'
C. State Whether the Following Statement ﬁTrue or False
1. Warehouse cannot store goods. . é\,
2. Supply chain and logistics are cgré:éﬁted with each other.

3. The term ‘shipping’ has evolved from its original relationship to ships and
seaborne trade, to encompass any mode of transport that moves goods

between two points. ?ﬁ

4. Marine services are :Q(J)rt—related activities
X

S. Customs Departments are the government designated authority to
implement the policies
P Ar‘ﬁ

6. Air cargo is any property carried or to be carried in an aircraft.

D. Match @Columns

)
C} COLOUMN A COLOUMN B
)
%“ Transportation A | The arrangement of goods in a
‘2 specified area is known as storage
material management.
2 Storage and Material | B | Information is shared from one
Management person to another by using
information technology tools.
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3 Information C | The physical movement of goods
from one place to another is known
as transportation of goods.

E. Short Answer Questions
1. What is logistics?

2. Explain briefly about subsectors of logistics? ij'
F. Long Answer Questions . %Q’

1. What is a marine service? NQ\'

2. Difference between warehousing and logistics? 0’

3. What is difference between land logistics and liquid%;tics?
G. Check Your Performance Q)

1. Draw a chart containing list of subsectors in lagis ics?
2. Draw a chart containing supply chain pro%g

©

Session 3: Fundamentals of Warehousing

Any goods whether raw material or4QYished goods have to be stored during the
t ée

course of production consumpt delivery. While going from a manufacturer
to the final consumer, a prod ts transferred at various levels and it has to
be stored and transported fr@%one level to another( fig. 1.19).

A

Manufacturer _—><§i’§§u%tor =3 | Retailer |=———> | Consumer
<~

o 1!

Q /stc:t:;\c;use Warehouse Warehouse
& /Storage /Storage
P L A
(0 () (0 )(0)
Transportation Transportation Transportation

Fig. 1.19: Warehousing at Different Stages
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This process of storage is termed as warehousing, and the place where the goods
are stored is known as a ‘warehouse’. So, we can say;

“Warehouse is a planned commercial space for well-organised storage and
management of products”.

“Warehousing is the process of storage, handling and management of goods in a
warehouse.”

Warehousing is an important function of logistics. Warehousing facility is availed
by a trader, manufacturers, exporters, importers, transporters, agricultléﬁ;ts,

etc. Thus, it can be said that warehouse provides storage solutions for n er
of clients having extensive range of products. There are specialised w. ouses
for specialised kind of products. \}.

A place where inventories are stored is called as warehouse. Ware@sing means
maintaining raw material of stock, spare parts, componen els, work-in-
process, finished goods, etc., in a convenient location and fr there, retrieving
the stock when required. It is the sorting of finished good®@ntil they are sold. It
is a part of development of facility structures. It is ar{s@lportant component of
logistics as it is linked to the firm’s ability to deliver Qe ervices to customer.

According to Collins English Dictionary, it is definAed as:

“The act or process of storing large quantities of goods so that they can be sold or
used at a later date.”

i O
According to R.E Murphy, A
“Warehousing is concerned with stori&/function in the channel of distribution of
goods”. § Q
Need of Warehousing
Storage is an essential act'x@y or many business houses. Goods are stored to
avoid sudden shortage,. fbbrder to avoid the situation such as price rise or
sudden surge in demafd) warehousing of goods is a good scheme. Raw material

also needs to be {¥tored for production cycle during off seasons. Thus,
warehousing is n eé’d:

e To safeg@d against the condition of loss of production.
e To géve the fundamental of mass production to reduce overall cost.

o €9\acquire in bulk and store instead of buying in small batches and pay

Q‘b

e To provide sufficient stock during the uncontrollable situations such as
sudden price rise or variations in demand and supply.

e To maintain the availability of spares and adequate service items.

e To provide a safe storage environment to the goods with a guard from
damage, deterioration and unauthorisation.

e To keep proper inventory record.
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e To enhance company’s goodwill with efficient warehouse handling systems.

Benefits of Warehousing
The benefits of warehousing are shown in (fig. 1.20):

e Location advantage - it provides a central location for storing and
distributing products. This location is generally on a reasonable distance
to the supplier and the buyer.

e Storage benefits - goods can be stored in a controlled and safe loca@on.
Even if the consumable good are of seasonal use they can be Q@Mced
during the whole year and can be stored for sale during thq\@ son of
demand. N()\

Location

Advar:tage @ej

Service Storage
Benefits Benefits

Economic

] Consolidation
Benefits

Value
Addition
Operation

Fig. 1.20: Benefits of Warehousing

e Consglidation - goods from number of suppliers can be received in one
W, use and can be transported as a single bulk consignment to the
er.

% alue addition operation - Value addition of the products such as
Q packaging and labelling is also done in the warehouse to reduce the
operational time.

e Economic Benefits - Warehouses provide economies of scale (benefit of
large-scale production) to the manufacturer and buyer. This reduces their
cost of operations.

e Service benefits - it provides a benefit of safety stocking.
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Aims of Warehousing

The aims of warehousing encompass a range of objectives that contribute to the
efficient management of inventory and the smooth functioning of supply chains
(Fig. 1.21)

1. Storage—keeping goods in a safe and secured environment.

2. Safety—to ensure damage free and error free storage environment.
3. Utilisation of resources—for effective distribution of stored material.
4

. Facing unprecedented conditions— For overcoming the situatiq%gaSuch
as, sudden shortage of raw material. \}Q

- N <

Storage Safety

o

Y, Y,
- ¢

~

.
:

FEeng%cJ Ir\éi Unprecedented
Utilization situations

&
PRINCIP F WAREHOUSING
An effi ?ive warehousing should be based on the following principles:

1. %mation of space - Complete space in warehouse should be utilised and
Q space should be wasted. Vacant space in a warehouse means loss of

revenue to the warehouse.

2. Optimum stock levels - Both excess stock levels as well as low stock levels
are expensive for the warehouse. Excess stock directly means extra cost and
holding less stock means case of loss of sales. Optimum quantity of stock
has to be maintained.

Fig. 1.21: Aims of Warehousing

3. Process orders speedily - Faster order processing of a company largely
depends upon the efficient warehousing system. The process of receipt,
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binning, value addition (packaging/labelling), despatch and transportation
should be conducted uninterrupted and in connection with each other to
avoid delays. Warehouse Management System (WMS) helps a lot in speedy
processing of orders.

4. Timely entry-exit of products - The time between receipt of order and
delivery of goods (Turn-around Time) should be minimised so as to achieve

efficiency of operation.
A
S. Control the movement and storage of material - Accurate detailing of

stock levels and the correct fulfilment of orders is an important aspect of
assuring effective warehouse operations. Control and recording of stock,
incoming and outgoing of cargo along with maintaining conducive storage
conditions is an important principle of warehousing. Q

6. Warehousing works in a system - Warehousing is ar)\'éﬁportant aspect of
the supply chain. All other aspects of supply chain,¥such as logistics,
materials management, physical distribution work d in hand with each
other and no function can work in isolation. A]éOmponents have to work
together in consensus to ensure successf@tompletion of the logistics

Process. @

The basic motive of warehousing is to.s goods. There are various other
activities also like value addition, packagghg, labelling, that are conducted in a
warehouse. Warehousing operationsgx olve successful completion of all allied
functions along with the storage. {ks, we can say warehousing is a complete
functional system. There are dif’ t types of warehouses depending upon the
type of goods they store andgx%e of facilities they offer.

JOB OPPORTUNITIES IN REHOUSING

Job opportunities in w )%ousing span a wide range of roles and responsibilities,
catering to various¢¥kill sets and levels of experience. Following are the job
opportunities in Weéhousing:
1. Wareho@‘Worker/ Associate: These employees are responsible for tasks
suc receiving, storing, picking, packing, and shipping goods within the
ouse.

and other material handling equipment to move goods within the

W,
%Gdrklift Operator: These employees are responsible for operating forklifts
% warehouse safely and efficiently.

3. Inventory Control Specialist: These employees are responsible for
managing inventory levels, conducting cycle counts, and ensuring
accuracy in inventory records.

4. Warehouse Supervisor/Manager: These employees are responsible for
overseeing day-to-day operations, coordinating tasks, managing staff, and
ensuring compliance with safety and operational protocols.
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5. Logistics Coordinator: These employees are responsible for coordinating
transportation, scheduling shipments, and managing documentation for
incoming and outgoing goods.

6. Quality Control Inspector: These employees are responsible for
inspecting goods to ensure they meet quality standards before being
shipped out to customers.

7. Maintenance Technician: These employees are responsible for perforging
routine maintenance and repairs on warehouse equipment and facilj to
ensure smooth operations. \Q

8. Warehouse Clerk/Administrative Assistant: These e%@?yees are
responsible for handling administrative tasks such as d@ entry, filing
paperwork, and assisting with customer inquiries.

9. Safety Coordinator: These employees are respona@@ for implementing
and enforcing safety protocols to prevent accidghts and ensure a safe
working environment for all warehouse staff. X,

10. Supply Chain Analyst: These employees a%@sponsible for analyzing data
to optimize inventory levels, streamlil@p ocesses, and improve overall
efficiency within the warehouse. '\,

.\(b’

Activity 1: Visit to a wareh and note down fundamental aspects of
warehousing.

Material Required: CJ@Q?S"[, Notebook, pen/pencil.

Procedure: g{s,

1. Plan a visit@'a warehouse.

2. Gree%Be arehouse managers and executives including all who were
pr there.

3. @ down the activities of warehouse.

% nderstand the fundamental aspects of warehousing with the help of
Q warehousing people.

a) Space Utilization

b) Inventory Management
c) Material Handling

d) Security and Safety

e) Order Fulfillment
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f) Information Management

g) Transportation and Logistics Integration

5. Note down the fundamentals in a note book, review with friends and
finalize in consultation with the executives.

6. Discuss the fundamentals of warehousing in the class.
7. Ask teacher to comment on the discussion.
8. Teacher will conclude the discussion. @b'

Activity 2: Identify the needs of warehousing in the given situations, %Q
Material required: Notebook, pen /pencil, \>
Procedure: Q’Q’

1. Visit at least three different types of warehouses

2. Greet the warehouse managers and executives 1n%§9 ing all who were
present there

3. Request people to explain the needs of wa, Q,lsing

4. Note down the needs of warehousing re@w with friends and finalize in
consultation with the executives. '\,

a) To safeguard against the con x{;}n of loss of production.
b) To achieve the fundamegt mass production to reduce overall cost.

c) To acquire in bulk and
more.

d) To provide suf @'t stock during the uncontrollable situations such as
sudden price ¥ige or variations in demand and supply.

re instead of buying in small batches and pay

e) To maint the availability of spares and adequate service items.

f) Top '&e a safe storage environment to the goods with a guard from
% ge, deterioration and un-authorisation.

keep proper inventory record.

To enhance company’s goodwill with efficient warehouse handling
QG,) systems.

5. Discuss the needs of warehousing in a class
6. Ask teacher to comment on the discussion
7. Teacher will conclude the discussion

Activity 3: Prepare a report on benefits of warehouse after a visit

Material required: Notebook, pen /pencil,
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Procedure:

1. Arrange a group discussion in the class.
2. Student will give their views on warehouses.
3. Note down the different benefits of warehousing.
a) Location advantage
b) Storage benefits
c) Consolidation @b'
d) Value addition operation .
e) Economic Benefits 0'
4. Prepare a short report on it. Q
5. Submit the report to the class teacher. '\Q
6. Teacher will analyses the report and write the co&qents.

Check Your Progress

A.Fill in the Blanks 'i,{b'
1. The process of storage is termedggd and the place where the
goods are stored is called as §\
2. There are P warehouses for specialized kind of products.
3. Goods from number ppliers can be received in one warehouse and can
be transported a%&single bulk consignment to the buyer. This is called
as X

h

x
4. The time b&(&éen receipt of order and delivery of order is called as

4
2. Walaga)se is an important activity of function.

B. Multiple Choice Questions
% torage of goods is as important as
a) Manufacturing
b) Marketing
c) Transportation
d) All of the above

2. Warehouse is a planned space for efficient storage.
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a) Commercial

b) Official

c) a) and b) both

d) None of the above

3. These are the benefits of warehousing
a) Economic bv
b) Storage
c) Service \,
d) All of The Above 0'
4. The basic motive of warehousing is Q
a) Store goods O
b) Loss Goods \,O
c) Damage goods %O
d) None of the above @
5. Warehousing facility is availed by a é\,

a) Trader < >

b) Manufacturer § (5&

c) Importer
d) All of the above 0&
C. State Whether the@xﬂowing Statements Are True or False
1. Warehouse pr@éﬂdes storage solutions for number of clients.
2. Packing i (?;1 function of warehouse.
3. Ware sing is an integral part of logistics.
4. W&R ousing works as a system.
ective resource utilization is not an aim of warehousing.

ort Answer Questions

1. What is warehousing?
2. Discuss the aim of warehousing?
3. What are the needs of warehousing?

E. Long Answer Questions

1. What are the various benefits attached to the warehousing process?
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2. Discuss the various principles of warehousing?

F. Check Your Performance

1. Draw a chart on services of warehouse and display in the class.
2. Identify the various components of the warehouse design.

3. Demonstrate the operational steps followed in warehousing.

Session 4: Functions and Classification of Warehouses

Storage is not only the purpose of setting up a warehouse. Bugphere are various
other activities that take place in a warehouse such as securi@ processing, value
addition like packaging etc., so, in broad terms these func?@qs are also included
in warehousing. It is very important to understar‘@he various functions

performed in the warehouse. XU
Following are the three primary functions perf6xted in a warehouse:
7
Storage Function Movement Function Information
Management
e Stock of products at e Location at e Record keeping
the warehouse selected place e Documentation
e Order/Consignment o Rea;ranglng L Aplieston o
e Shipping gooas information
e Receiving e Relocating u.smg technology and
transport vehicle software for
e Put-awa i i
J e Receipt of goods Tl e tiie
. management.
from production
place
e Shifting to the
warehouse

RS

The secondary functions (fig. 1.22) of warehouse are as follows:

Fig. 1.22: Secondary Functions of a Warehouse

1. Protection of goods - Protection of goods provides protection to goods
against loss and damage arising due to theft, fire or mishandling.
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2. Responsibility/liability sharing - The responsibility of goods (damage
and security of goods) is taken up by the warehouse, once the goods enter
into the premises.

3. Processing - Warehouse also provides processing option to the
manufacturers. Certain goods have to be worked upon before final
consumption such as Paddy is polished, processed foods are labeled, etc.

4. Checking and damage control - Many times goods are checkeq for
damages or maintenance in warehouse. Preventative and cor ve
measures are implemented accordingly on the products. Examp&Q; Anti-
termite treatment on wooden products, Pest control treatmem~0n agro-
based products, and antirust coating on iron/metallic pro@s.

ul

5. Breaking the Bulk- Goods are generally received ﬁz k inside a
warehouse. These are distributed in small batches ﬁ@md when required

by the distributor. The breaking of the bulk lot intod all batches is termed

as ‘breaking the bulk’. \’\,
6. Consolidation- Small lots of goods are m@ned to form single big lot.
Warehouses often act as a consolidation point where supplies from various

suppliers are collected and corn,% into single lot for further
transportation to a single buyer. . Q-

N
7. Identifying- Warehouse receive@fgoods and identify them to store at a

particular location and spa§e table for inventory.

8. Holding: Holding of go is a major function of warehouse. Goods
received in warehous ‘gr further transportation after some time. But
sometimes due to @rent reasons, goods remain idle in the warehouse.

9. Assembling: Wa%louses often act as an assembly point where supplies
from various pliers are collected and combined into single lot for further
transpor t@ to a single buyer.

Classificatjon 6f Warehouses

There a@umber of ways in which warehouses can be classified. The selection
of w I@) se is based on consideration of several factors such as type of product,
lo %n, structure etc. ,(fig. 1.23).

o

Q=
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— Private Warehouse

— Public Warehouse

lll Classification On The Basis [l
Of Structure

= Cooperative Warehouse

—— Leased Warehouse @t
M Classical Warehouse Q
Silo Warehouse @

)
)

Classification On The Basis il Il
Of Structure

Portable Warehouse

=l Refrigerated Warehouse

* Bulk Warehouses
v

Il Classification On The Basis V|
Of Products Handled

Special Commodity
Warehouse

General Merchandize

Manual Warehouse
Mechanised Warehouse

Production Centered
Warehouses
Ml[Classification on the basis off
Location
Market Centered
Warehouses

Fig. 1.23: Classification of a Warehouse

Il Classification On The Basis
Of Operations
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CLASSIFICATION ON THE BASIS OF OWNERSHIP

a) Private Warehouse: This is a warehouse which is owned by a firm or a
company. Large scale companies with large scale operations setup their
own warehouse.

b) Public Warehouse: These are government owned warehouses. Storage
space is booked by any company or business entity and due fee is pa§ to
the warehouse. Central Warehousing Corporation is an example of such
warehouses in India. This is the best warehousing agency i dia, it
operates 438 warehouses across the country. \,

c) Cooperative Warehouse: These are owned, controlled managed by
cooperative societies. These provide storage space éo members on a
nominal fee. '\Q

d) Leased Warehouse: Leased warehouse is a wara@lse which can be hired
(whole premises) on lease or rent as and whe&xt,equired.

CLASSIFICATION ON THE BASIS OF STRUCT@‘E

a) Classical Warehouse: It is a singl b@ding divided in rooms/sections
through concrete walls. It is a com form of warehouse.

b) Silo Warehouse: These are ve @éf units with options to store bulk items.
Use of mechanical devicessphighly prevalent. These are used for bulk
storage of grain, cement, c%
sawdust (fig. 1.24).

on black, coal, woodchips, food products and

Fig.. 1.24: Modern Silo Warehouse

c) Portable Warehouse: It is a type of temporary warehouse which can be
built or transferred easily. Generally, it is a fabricated structure or shipping
containers used for temporary storage of goods (fig. 1.125).
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Fig. 1.125: A Portable Warehouse <
CLASSIFICATION ON THE BASIS OF PRODUCTS HA RD

a) Refrigerated Warehouse: It is a tempera{l;}'e—controlled warehouse
specifically set up to store for perishable i ) Generally processed foods,
agricultural commodities, pharmaceuti ﬁiducts and cut flowers are
stored in this type of warehouse (fig. @

Fig.. 1.26: Refrigerated Warehouse Storing cut Flowers

b) Bulk Warehouses: These are used to store bulk items, which are generally

not packed such as wooden logs, scrap, sand, coal, grains etc. (fig. 1.27 (a)
& (b)).
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Fig. 1.27(a): Bulk Warehouse. Fig. 1.27(b): Bull@\a.?éhouse.
c) Special Commodity Warehouse: These are used to specialised goods

such as tobacco, cotton, wool, wheat, etc. These y be temperature and
pressure controlled, depending upon the requ;{c:ﬁqent (fig. 1.28).

\ Fig. 1.28: Specialised Tanks for Storing Natural Gas

eneral Merchandise Warehouse: Goods which do not require any special
QGJ storage facilities are stored in these warehouses. For example: tires,
rubber mats, etc., it has racks or shelves for stacking items or it can have

a big hall for storing goods (fig. 1.29).
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Fig. 1.29: General Merchandise Ware e
CLASSIFICATION ON THE BASIS OF OPERATIO

a) Manual Warehouse: This warehouse uss§ manual handling of goods.
Manpower rather than machines is use@l this warehouse. Thus, the time
and cost of operations is high.

O
b) Mechanised Warehouse: This w, 'ﬁ%ouse uses machines for handling and
storage operations. Cranes, f%, ift trucks conveyer belts and mechanical
movers are used in place af{san power (fig. 1.30).

Fig. 1.30: Production Centered Warehouse

Classification on the basis of Location
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a) Production Centered Warehouses: These are positioned near the
production facility. These are usually used to store raw materials, spares
and intermediate supplies (fig. 1.31).

Suppliers

>
Suppliers > A
>

Suppliers

Suppliers »

Raw material and Raw material and
component suppliers component storage

Fig. 1.31: Production Centered Wareho@e

b) Market Centered Warehouses: These are locaed near to the market area
or distribution centers. These are genera% sed to store final products
and spares for after sales service (fig. 1@).

Final Goods Warehouse

Inspecting products related to defects and damages.

1
2
3. Examining incoming and outgoing shipments.
4. Organising and maintaining inventory.

)

Organising warehouse space.
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Receiving, unloading and placing incoming inventory items appropriately.

Checking, verifying and filling customer invoices.

Abiding by all company safety and hygiene regulations.

© ® N o

Contributing ideas on ways to improve or optimise warehousing
procedures.

10. Keeping warehouse clean and organised daily.
WAREHOUSE CLAIMS COORDINATOR @b'
AN

The claims coordinator is responsible for receiving notices of ‘igjgry‘ from
employees and serves as the liaison between an injured employee and SORM.
The claims coordinator is responsible for submitting the required injury reports
and notices to SORM and collecting statements from Witnesses.,v

DUTIES OF WAREHOUSE CLAIMS COORDINATOR '\OQJ

The duties of a warehouse claims coordinator typicaﬂg‘)involve managing and
overseeing the process of filing and resolving claim Xelated to damaged, lost, or
delayed shipments. Here's a breakdown of %ﬁ responsibilities commonly
associated with this role:

1. Receiving Claims: Receiving a?, ev1ew1ng claims submitted by
customers, carriers, or other sta& olders regarding damaged, lost, or
delayed shipments.

2. Necessary Documents: E@xrmg all necessary documentation, such as
proof of delivery, insp q%on reports, and photographs, is provided with
each claim.

3. Documentatio Record Keeping: Maintaining accurate records of
all claims rekeived, including relevant details such as claimant
informatio (&f)ment details, and the nature of the claim.

4. Investi@on and Evaluation: Investigating the circumstances
sur ding each claim to determine its validity and assess liability.

5. munication: Liaise with internal stakeholders, such as warehouse
nagers, customer service representatives, and logistics personnel, to
QG') gather information and coordinate claim resolution efforts.

6. Claim Resolution: Collaborating with relevant parties to negotiate
settlements and resolve claims in a timely and satisfactory manner.

7. Reporting and Analysis: Preparing regular reports on claim activity,
including claim volumes, trends, and resolution outcomes.
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8. Compliance and Regulatory Requirements: Ensuring compliance with
applicable laws, regulations, and industry standards governing the
handling and resolution of claims.

9. Customer Service: Providing responsive and professional customer
service to claimants, addressing inquiries, concerns, and requests for
updates in a timely and courteous manner.

RESPONSIBILITIES OF WAREHOUSE CLAIMS COORDINATOR

The responsibilities of a warehouse claims coordinator revolve around magaging

and resolving claims related to damaged, lost, or delayed shipments; owing
are the responsibilities of Warehouse Claims Coordinator: ~<')\§'

1. Receiving and Processing Claims: Receiving and do nting claims
submitted by customers, carriers, or other parties regardintg damaged, lost,
or delayed shipments. They also review claim su ions to ensure all
required information and documentation are prq&@ed.

2. Documentation Management: Maintaini
records of all claim-related documentetidn, including claim forms,
supporting evidence, corresponden nd settlement agreements.
Ensuring proper documentation is sthé@and archived in compliance with
company policies and regulatory r rements.

organised and accurate

3. Investigation and Assessn&ﬁit: Investigating the circumstances
surrounding each claim to &¥rmine the cause and extent of the loss or
damage. Gathering evidic , such as photographs, inspection reports, and

shipment tracking da o support the investigation process. Assess the
validity of claims etermine the appropriate course of action based on
the findings. %

4. Communica %&1 and Coordination: Communicating with internal
stakehol Yincluding warehouse staff, customer service representatives,
and logﬁfs personnel, to gather information and coordinate claim
re@bn efforts. Liaise with external parties, such as customers, carriers,
i ers, and regulatory agencies, to facilitate the resolution of claims and

vide updates on claim status.

%. Claim Resolution: Negotiating settlements with claimants, carriers, or
Q insurance providers to resolve claims in a fair and timely manner.
Determining appropriate compensation or remedial actions based on the
findings of the investigation and in accordance with company policies and
contractual agreements.

6. Customer Service: Providing responsive and professional customer
service to claimants, addressing inquiries, concerns, and requests for
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updates regarding their claims. Maintain regular communication with
claimants to keep them informed of claim status and resolution progress.

7. Compliance and Reporting: Ensuring compliance with applicable laws,
regulations, and industry standards governing claims management.
Preparing and submitting required reports on claim activity, including
claim volumes, trends, and resolution outcomes, to management and
regulatory authorities as necessary.

8. Continuous Improvement: Identifying opportunities to impro e
efficiency and effectiveness of the claims management process,*@ch as
implementing automation tools, standardizing procedures, a\t{» roviding
training to staff. Proactively address root causes of claims 3@ implement
corrective actions to prevent recurrence in the future. Q

&

Activity 1: Identify the types of warehouses in a%@n situation

Material Required: Notepad, pen /pencil @
Procedure: . N
1. Consider yourself to be the tradeéﬁ\ffollowing products

2. Take a group of six student f’é&‘h class give them below mention
products §

3. Then give them pen a@otepad

4. Ask them- What %ﬁ;&f warehouse would you use for the storage of
each?

X0
a. Cold drin &

e W the function of above warehouse.
b 5%
C/J\ Write the function of above warehouse.

%cvl Natural gas-

Q e Write the function of above warehouse.

d. Garments-

e Write the function of above warehouse.

e. Pickles -

e Write the function of above warehouse

PSS CENTRAL INSTITUTE OF VOCATIONAL EDUCATION (NCERT), BHOPAL




Warehouse Claims Coordinator- Grade XI

f. Newspaper -

e Write the function of above warehouse

5. In the end discuss all content in class.

Activity 2: Classify the goods and their respective warehouses in a given
situation

Material Required: Notepad, pen /pencil

Procedure: b,
1. Enlist the types of goods stored in a warehouse \er
2. Draw a table containing various types of warehouses @6
3. List the goods on the basis of warehouses. 0,

a) Raw Materials @Q
b) Components and Parts O

c) Finished Goods &&O

d) Perishable Goods %O

e) Non-Perishable Goods @

f) Bulk Goods . (bo\/

g) Hazardous Materials '(/N

&6

h) Temperature-Sensitive % s

Submit the chart to the &a her.
P

Ensure about your work completion

Discuss with the classmates in front of your teacher.

N o o s

Write the conclusion of it.

3

Check Your Progress

A. F in the Blanks

Q% Food and beverages are stored in warehouse.

2. Warehouse owned by individual companies is called as

3. A private- refrigerated warehouse is a type of warehouse.

4. Market cantered warehouses store goods for

S. warehoused use labours whereas
warehouses use machines for handling goods.

B. Multiple Choice Questions
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1. Warehouse layout is different in different warehouses:

a) Varies according to the types of operations performed in the
warehouse

b) Varies according to the type of commodity handled in the warehouse
c) Itis always same.
d) Both a & B
2. Warehouse layout objectives are: @b’
a) Storage %Q’
b) Cubic capacity utilization «&
c) Protection Q’O’
d) Both bandc <

3. Following is not a part of warehousing layout &O

a) Arrival bay

b) Manufacturing bay %O
c) Storage bay @
d) Shipping/departure bay '(,{D‘\',

4. Natural gas is stored in \,6

a) Silo O
b) Specialty WarehousgS
c) Bulk warehouse ,Q,
d) Refrlgerated \@ehouse
S. Major func‘Elg g\of warehouse is
a) Stor
b) K a?on
/\Ialue addition
Q)i) All the above
@%tate Whether the Following Statements Are True or false
. Silo is used for storage of grains.
Layout is not important for warehousing.
Public warehouse is owned by Government

Space is not a constraint for warehouse.

aoH e N

Private warehouses can be hired by any trader.
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6. The warehouse is used for storage of goods.

D. Short Answer Questions

1. What do you mean by breaking the bulk?
. Explain the concept of Assembling?
. What is the meaning of portable warehouse?

. Explain about refrigerated warehouse?

_ <,
. What do you mean by merchandised warehouse? %Q’
D

. Define general merchandised warehouse.

o U~ W N

S

1. What are the characteristics of a good warehouse? »Q'

E.Long Answer Questions

2. Discuss how Silo is different from classical Warehousee

3. Special commodities like cut flowers are stored in 8:9}1 type of warehouse
and why? LY

W
4. Discuss in brief the classification of War(@es based on the nature of
products they store.

5. What is the difference between publiC\»private and leased warehouse?

6. How would you discriminate bet@een market centered and production
centered warehouse? \16

F. Check Your Performance &

1. Draw a chart showing@ious categories of warehouse.

2. Draw a chart showing {,;@L us functions of warehousing.
A~
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WORK SCHEDULE AND CLAIM
FORMS

MODULE 2

Module Overview

~
Warehouse Claims Coordinators are highly skilled and well trained professionals

who handle claim related queries. It is a matter of utmost importance that they
follow a work schedule in which they can address all the issues and queries

related to claims on time, so that, pendency at their end could be minimised.

\J
Work schedule in warehouse is often created by a manager supervisor. In

larger operations a human resources manager or schedalé@/ specialist may be
dedicated to create and maintain the schedule. A schedule
sometimes referred to as workflow. A feasible system is’éed to ensure the work-
flow by scheduling specific working hours. O&

y this description is

A claim form is a formal request to a warehouge O¥ third party insurer asking for
a payment based on the terms of the policy.\o' ntract of agreements.

Most important part of the job profile of a Warehouse Claims Coordinator is to
have technical understanding of Claim forms. As there are many aspects of
warehouse operations and many parties which deal with loss or theft of the stored
Goods, it is expected from a coordinator to have command over the list of
documents required for processing of claims and addressing queries. In case of
claim, the warehouse claims coordinators facilitate the proceedings, review the
claim for its validity, and then, file the record of the claim forms once it is
approved/disapproved.

It is significant that the claims are addressed properly for warehouse
maintenance which is a part of warehousing insurance plan to protect premises,
stock, equipment and staff which are key elements to warehouse operations.

The list of form and supporting documents change with the type of claim. Claim
Processing and Inspection Checklist are prepared as first step to resolve the
claim, and are a part of preparation of claim resolution. Whenever there are
‘number of queries and claims based on the factors set by organization, the claim
forms are prioritized - which should be addressed first and which can wait. A
warehouse claims coordinator has to file and report the reasons of pending claims
so that his/her schedule includes the pendency also.

The first session describes about the Work Schedule for a warehouse claims
coordinator. The second session describes types of claim forms. The third session
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includes preparation of claims resolution. The fourth session describes

about prioritization of claim processing.

Learning Outcomes

After completing this module, you will be able to:

e To learn how to create and manage effective work schedules to ensure that all
tasks related to claim processing are completed in a timely and organized m er.

e To understand the different types of claim forms, their specific purposes\egd how
to accurately fill them out to ensure all necessary information is ca

e To gain the skills to prepare for claim resolution by gathe y all relevant
documents, verifying details, and organizing information t itate a smooth
and efficient resolution process.

e To earn how to prioritize claim processing based on u@ney, complexity, and
other relevant criteria to ensure that claims are ha in an efficient and fair
manner. X

Module Strut*@tx

Session 1: Work Schedule (b,

Session 2: Type of Claim Forms KJQJN
U'

Session 3: Preparation for Claim tion

Session 4: Prioritization of Cla@rocessing

Session 1: Work Schedule

Work schedule i
and work assi

S g’&tatement which includes the list of employees, their location

for a day, a week or a month as per shift plan (Fig.2.1) created
by mana or supervisor. Daily work schedule is usually prepared in
chronolg&igal order and weekly and monthly schedules are made in alphabetic
order.@ cords the expected start and end time of the work shifts and ensures
av, ility of employees.

Qwork schedule for a warehouse coordinator is like a plan for who does what
and when in a warehouse (Fig. 2.1). It helps make sure that there are enough
people to do the jobs that need to be done, like moving things around, packing
boxes, or loading trucks. The schedule says who works when, so everyone knows
when they need to be at work and when they can take breaks. It's like having a
timetable for school, but for the purpose of work in a warehouse. This helps
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everything run smoothly and makes sure everyone knows what they're supposed
to do.

A Work schedule necessarily include:
a) Start and end time of his/her duty.
b) List of claim form related queries.

c) Targets which may be analysed daily, weekly and/or monthly.

d) Check on the filing and recording of Claims Coordinated. @b'

Week Beginning @ .ooeeenevceseeeeenees COMPANY  coveeercerrseesimsesissemenenes (BTSN R

Employee Work

Name Assigned

'»v
Fig. 2.1: WOI‘K@ edule Template
NEED OF WORK SCHEDULE I&@'

Work schedule is required forgsuccessful operations at a warehouse and very
much important for a Wareh@?; e Claims Coordinator as he/she has to prioritise
the claims and coordina 1 to avoid pendency. Any negligence on the part of
Warehouse Claims Co ator can cost company serious financial losses and
put it into legal has 1@

warehouses y are shift-based organisation (Fig. 2.2). For a warehouse

Work Scheduling,@¥’an important part of any business activity especially at
accurate work iheduling helps in:

a) S th running of warehouse operations.
gétter organisation and planning of claim activities.
Q%) Easier tracking of performance of warehouse staff.

d) Controlling labour costs, pay checks, unpaid breaks and schedule
changes.

e) Easy communication to warehouse staff.
f) Avoiding jumbling and overlapping of works.

g) Fixation of time for completion of each job.
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h) Accomplishment of more work by end of the day.

i) Avoiding confusion in the mind of the workers on tasks.
j) Smooth work-flow from one operation to another.

k) Reducing supervision time since the time of completion is determined in
advance.

l) Creating baseline for future references.

SHIFT CALENDAR

A2

s [l swe Bl sec Bl ovo Bl oy Bl o [ coes .

v
Fig. 2.2: Shift Worlbé;\fendar for the Year

Creating a work schedule for @b&varehouse claims coordinator involves
considering various factors

such as the workload, shift t;j gs, team size, and the nature of the claims being
handled. Following are t1'5 eral outline to help warehouse coordinator to
create a work schedule; X

1. Identify Worb&&; Patterns: It is beginning by analysing the workload
1

patterns ove‘rb, ferent days or times of the week. This analysis will help
you det(?{ne peak hours or days when more staff is required.

2. Deﬁgf ift Timings: It is based on workload analysis and operational
regiliréments, define the shift timings. For a warehouse claims coordinator,
s may vary depending on the warehouse’s operating hours and the

eed for coverage during peak times.

. Allocate Resources: To determine the number of coordinators needed per
shift based on workload analysis and operational requirements. Ensure
that there is sufficient coverage during all shifts to handle incoming claims
promptly.

4. Consider Rotation: If feasible, implement a rotation schedule to ensure
fairness and prevent burnout among staff. This could involve rotating
shifts weekly or bi-weekly.
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5. Factor in Breaks and Rest Periods: To ensure that the schedule includes
adequate breaks and rest periods for coordinators to maintain productivity
and well-being.

6. Communicate Expectations: Warehouse Claims Coordinator should
clearly communicate the schedule to all team members well in advance.
Make sure they understand their shift timings, responsibilities, and any
special instructions.

7. Flexibility: Warehouse Claims Coordinator should allow for @éme

flexibility in the schedule to accommodate unforeseen circums es or
last-minute changes. This could include having on-call staff«%@ system
for shift swaps among team members. “Q

8. Use Technology: Warehouse Claims Coordinator should%)nsider software
or apps to streamline the scheduling process and facili@ate communication
among team members.

O
ELEMENTS OF WORK SCHEDULE &K'

The elements of a work schedule can vary depeﬁ% on the nature of the work,
industry, and organisational requirements. @ ever, a typical work schedule
typically includes the following elements:
1. Employee Information: This sect'o@'ncludes basic information about the
employees scheduled, such as tér names, employee IDs, positions, and

X0

contact information. (b..

2. Shift Dates and Times; The schedule specifies the dates and times for
each shift. This inclu tart and end times for each workday, as well as

any breaks or mea@nods.

3. Shift Assignme%: It indicates which employees are assigned to each
shift. This co e indicated by employee names, IDs, or other identifiers.

4. Days O '%'he schedule should clearly designate the days off for each
employee)indicating when they are not scheduled to work.

5. Locations: For organisations with multiple locations or
gpartments, the schedule may specify where each employee is expected
%o work during their shift.

Q 6. Overtime Assignments: If applicable, the schedule may indicate which
employees are required or permitted to work overtime hours, as well as any
restrictions or guidelines related to overtime.

7. Leave Requests: Any approved leave requests, such as vacation time, sick
leave, or personal days, should be noted on the schedule to ensure
accurate staffing coverage.
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8. Shift Rotation: For organisations with rotating shifts, the schedule may
outline the rotation pattern, indicating which employees are scheduled for
day, evening, night, or weekend shifts.

It consists of several other elements as discussed above. The elements of work
schedule can be customised depending on the nature of business of an
organisation. Some basic points on work schedule are as under:

e Daily Work Schedules: The smallest unit of the work schedule is the Daily
Work Schedules. The authorised working times for a particular dabare

recorded in the daily work schedules. These times include fixe king
times and flextime as well. -\6
e Break schedule: At some organisations separate break s ule is also

prepared which shows the break time allotted to departx@ s/staff.

e Combination of both working days and days off (fi @{ample Monday to
Friday = work; Saturday and Sunday = days off). %bs pattern of working
and non-working days repeats itself within a fixe@&period of time or repeats
as rotating shifts within a particular numb§ eeks.

n

e [t is also assigned to a public holiday c@ ar so that it can be applied to

a specific calendar month. .\,

Employee Work Schedule software is n&‘} widely adopted by warehouses. In
this mode a computer software Okt em generates the work schedule (Fig.
2.3) by applying work schedule o a calendar. The concrete working times
for employee groupings and &dual employees are based on these work
schedules. oy

B3 SCHEDULER

PUBLISH & NOTIFY % OC‘[ 9 - OCt l5 AUTO SCHEDULE SHIFTS B o TODAY = Week (=R
ENTIRE SCHEDULE
EMPLOVEES ~ -+ ] MONS B | Tuese B8 weon B8  muz BE | s BB satua ] 8 suN1s Ba
Schedule E Openshifts () - a- “f 3p-11p vusse "
North Loap ~ ok . ﬂ
O M40 scheduled: 48 hours:

3p-11p SERVER

© shoursovertime
View Options v o- ©48/40

Max: 40 hours
EMPLOYEES = POSITIONS o‘ s @ Shoursovermax

HIDE UNSCHEDULED POSITIONS °‘
0 1/40
SHOW BUDGET TOOLS

viwsirT coLoms s oH.. . sa-p o5 fl aa-tp vost
MANAG

3p-11p SERVER

([ =""T] | em
© 24/40
4
I Q0N Ba 8 ! O+
Positions @ v Qg @ R/4
|| No Position Assigned = = -
Manager oﬂ 0 24140 TIMEOFFALLDAY  TIME OFF ALL DAY
on...
Line Cook
Al
Dishwasher om T 8a%4p’ LINECOCK
server o‘ © 16/40 A nowiio TIME OFF [PENDING  TIME OFF [PENDINC

Host
Busser Oﬂ °

4 Y N i R
Fig. 2.3: Employee scheduling software

Some features of System based work schedule are;
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a) There is no limit of entries of numbers of employees, positions, shifts,
locations and assignments for a department/organisation.

b) Easy access to all employee information at one place.

c) It is easy to insert an employee’s photo into their employee record as well
as contact information, work locations, skills, availability, and work hour
limitation.

d) From employment history such as start dates, review dates, training dbes
to certification renewal dates can be included.

e) Daily view shows all shift and time off jobs allotted to each K@? ee for
each day in the specified period.

f) Shift view shows employee staffing for each shift alo@’%lth reporting
summary for each job position.

g) Calendar view presents work and time off ass1gnraf S for each employee

in a department similar to a calendar or monthlgf\p anner.

h) Task view shows all task assignments in

The biggest benefit of using a computer or sy enabled work schedule is that
best employees for shifts based on availabdjty; labour cost, work hour limits or
other criteria can be selected by watching @dack record any time of the day. Thus
preparation of work schedule gives clgfty about the daily assignments which
needs to be done by a warehouse cl s coordinator and improves productivity
of entire system.

Activity 1: Preparation of a Chart to Recognize Work Schedule.

Material Required: Internet connection, colored drawing sheets, colored
pencils/sketch pens.

Procedure:

1. Dix@glass in four groups.

2 jth the help of websites of warehouses find out the format of work
c,lchedules followed by different organisations.

Q 3. With the help of material provided to you, prepare an attractive chart
mentioning the elements of the Work Schedule followed by particular
organisations.

a) Work Hours
b) Breaks
c) Shift Rotation
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d) Overtime

e) Holidays
f) Paid Time Off (PTO)
g) Remote Work Options

4. Mention the advantages of the work schedule.

5. Discuss the learnings within group. bv
6. Present your chart in the class. <
7. Exchange information from other groups. '\%Q’

8. Conclude the activity by mentioning the learnings from the\%@ivity.
Activity 2: Perform Role-Play - Creating a Work Schedule
Materials Required: Whiteboard or chart paper, Markers’,‘@‘mted copies of Fig.

2.1 and Fig. 2.2 (optional), Pens/pencils. &O
Procedure: O\'
1. Divide the class into small groups, assigning each group a role: warehouse
claims coordinators, warehouse man s/supervisors, and warehouse
staff. A
2. Provide each group with a copy oﬂ@g 2.1 and Fig. 2.2 to reference during
the activity. \.«

3. Instruct the warehouse cl%@éoordinators to identify workload patterns,
define shift timings, allocats resources, and consider rotation, breaks, and
communication meth@

4. Instruct the Wareh@e managers/supervisors to oversee the scheduling
process, ensure fadyhess, and provide guidance as needed.

S. Instruct the Qés'rehouse staff to review and provide feedback on the
proposed schedule.

6. Allow  the/groups to collaborate and create a work schedule for the
wa@use claims coordinator position.
7. ourage discussion and negotiation among the groups to address any
flicting scheduling preferences or concerns.

%c') Remind students to consider factors such as workload, shift timings, team
Q size, and nature of claims.

9. Student’s should submit their script to their teacher.

Check Your Progress

A. Fill in the Blanks

1. Work schedule is also called
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A schedule is usually prepared in a chronological way.

A weekly or monthly schedule is usually ordered

At warehouses work schedule is often created by a

a & N

The management can indicate the number of working

employees at a certain time period.
B. Multiple Choice Questions
1. Which of the following is NOT a benefit of using a work schedule for@'

warehouse claims coordinator? “Q
a) Ensuring availability of employees \}'

b) Reducing supervision time Q’Q’

¢) Increasing confusion among workers

d) Controlling labour costs O~O

2. What is the primary purpose of creating a work schedule for a warehouse
claims coordinator? %

a) To increase legal hassles for the con@ny

b) To ensure smooth running of warplfouse operations

c) To reduce the number of tasl@&ssigned to coordinators
d) To decrease employee %@Ctivity

3. What is one factor to co§i er when defining shift timings for warehouse
claims coordinators?

a) Employee IDS%\/

b) Weather c 1t10ns

c) Oper &p(gi requirements
d) E o¥yee hobbies

4. element of a work schedule specifies where each employee is
ected to work during their shift?

Q)%a) Shift Dates and Times
Q b) Days Off
c) Work Locations
d) Special Instructions
5. Which feature is NOT associated with system-based work schedules?

a) Limit on the number of entries
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b) Easy access to employee information

c) Manual scheduling of tasks
d) Selection of best employees based on criteria
C. State Whether the Following Statements Are True or False

1. Calendar view in work schedule software shows all task assignments in a

shift.
2. Shift view shows employee staffing for each shift along with reportir@b'
summary for each job position. “Q

3. Break Schedule reflects summary of breaks allotted to staff\&
4. The smallest unit of the work schedule is the Weekly W chedules.
5. Work schedule helps in smooth running of warehouse@perations.

D.Match the Columns o
X

Column A C ]é‘fm B

1 | Calendar view | A | Employee staffing each shift along with
reporting summ‘&g or each job position.
.S

[ %4
2 | Shift view B | All shift an 'gt}ne off jobs allotted to each employee
for eac(l'\l(#y in the specified period.
N4
3 | Daily view C | Shaows>all assignments in a Shift.
O
4 | Task view D ,@&milar to a monthly planner.

A~
E. Short Answer Q ;a)ns
1. What is a W{@' schedule?
2. Explai Q need of work schedule.
3. St §é elements of work schedule.
F.L nswer Questions

G,D What are the features of work schedule of a warehouse claims
Q coordinator?

G. Check Your Performance

1. Give presentation on the chart prepared explaining the format of work
schedule of organisation selected by you.

2. Demonstrate the components of work schedule prepared by your school or
any nearby office mentioning key elements covered in the schedule.
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Session 2: Type of Claim Forms

A claim form is an official document which is used to request an amount of
money or compensation of damaged or stolen/missing goods when a warehouse
customer thinks they owe it from the warehouse. Here, the important point is
that the requestor (Claimant) may have a legal right to claim for his/her
compensation as per the contract or agreement made with the warehouse before
the commencement of business activities. b,

So, it is said that a claim form is a formal request to a warehouse askifg for a
payment based on the terms of the contract or agreements. In case»@aim the
warehouse claim coordinator facilitates the proceedings, reviews g} aim for its
validity and then files the record of the claim foQ o}
approved /disapproved. é

NEED OF CLAIM FORM ~O

nce it is

Claim forms are the basic document or backbone of la&?s department. Without
them it is not possible to address any claim. It serkg§)several important purposes
in various contexts, including insurance, legal,and administrative processes.
Need of claim forms can be given in the follp points:

1. Documentation: Claim forms ° ide a standardised format for
documenting details related to aglxim. This documentation is essential for
maintaining accurate recog nd facilitating communication between

parties involved in process$ig the claim.

2. Information Gatherin@Claim forms gather essential information about
the claimant, the n@ure of the claim, and any relevant circumstances
surrounding th m. This information helps assess the validity of the
claim and det%gjine the appropriate course of action.

3. Verificat'oQ@'Claim forms often require claimants to provide supporting
docume@tion or evidence to verify the validity of their claim. This
veriffd@pion process helps prevent fraudulent claims and ensures that

s are processed fairly and accurately.

gal Compliance: In many cases, filing a claim requires adherence to

Q) legal or regulatory requirements. Claim forms help ensure compliance with

Q these requirements by capturing necessary information and
documentation in a standardised format.

5. Efficiency: Standardised claim forms streamline the claims process by
providing a structured framework for submitting and processing claims.
This efficiency benefits both claimants and those responsible for reviewing
and adjudicating claims.

PSS CENTRAL INSTITUTE OF VOCATIONAL EDUCATION (NCERT), BHOPAL




Warehouse Claims Coordinator- Grade XI

6. Communication: Claim forms serve as a means of communication
between claimants, insurance companies, government agencies, or other
entities involved in the claims process. Clear and concise documentation
provided on claim forms helps facilitate effective communication and
reduces the likelihood of misunderstandings or disputes.

7. Record-Keeping: Completed claim forms become part of the official record
of the claim, which is important for record-keeping and audit purposes.
These records may be needed for future reference, analysis, or %gal
proceedings related to the claim. NQ’

8. Decision Making: Information collected on claim forms infon\f{"g%ecision—
making processes related to the handling and resolution ﬁ@laims. This
includes assessing liability, determining coverage, cal@ng damages,
and issuing payments or benefits. &

9. Customer Service: Providing claim forms to cl '@nts demonstrates a
commitment to customer service by offering a clé§y"and accessible process
for initiating and resolving claims. Clear 'I@)Svuctions and guidance on
claim forms can also help alleviate % confusion or frustration
experienced by claimants. @

10. Risk Management: By document claims in a systematic manner,
claim forms support risk ma @ment efforts by identifying trends,
patterns, or recurring issue "g/at may require further investigation or
mitigation measures.

ELEMENTS OF CLAIM FO

Elements of the claim for, 1g. 2.4) typically includes the following fields which
need to be completed aimant. The form may vary depending on industries
but these are some %xhe main components.

1. Date & ti (.b”I‘his provides information about the date and time the claim
was mad¢/by the claimant and used to check if it is made within the
speagiked time.

2. imant claim number: This is a unique reference number allotted to
e particular claim and provides information of the progress of the claim
QGJ at various stages. It is allotted by the warehouse for the internal systems.

3. Address and details of Shipper/Transporter: This section provides the
information of the transporter or the shipper of the goods. It also includes
all the details of the shipment and delivery receipts and delivery records
which help to identify the shipment and all relevant details related to its
receipt.
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4. Address and details of Claimant/Requestor: This helps to know all the
details of the claimant such as name, address, contact numbers, email
address, etc.

5. Address and details of Warehouse (Consignee): This helps to know all
the details of the Warehouse such as name, address, contact numbers,
email address, etc.

6. Remittance details of the Claimant/Representative: This segtion
provides details of the claimant or the representative such as k
account, name of bank, IFSC code, etc. to make payments if the\Qalm is
settled in cash instead of goods. \>

7. Reason of claim: This section provides information ab the reason
whether it is a damage claim or missing claim or loss ofgods claim.

8. Details of damaged or missing goods: This sectis@%‘wes details of the
damaged/missing goods with quantity and cond@)n of the goods and a
value of those goods. \’

9. Supporting document of evidence or tl%ﬂformation provided: This
section provides the supporting docugagnts such as documents which
provide valuation of goods, document&@ailing the occurrence of damage
or theft, documents detailing @é condition of damaged goods,
transportation documents and other documents of the claimant’s

identity. Q-
10. Signature and contact defails of claimant or representative: The form
is signed by the clairr@% along with his/her details and designation.
A
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Claim and Pre-approval Warehouse

You can make a claim online on your Warehouse Money Health Insurance Policy. Go to www.wmbhealth.co.nz for more information

° About your policy

Policy number

Contact detai Address details

Name: Street/Box number: ‘

J
Phone: ( ) Street name: ‘
Mobile: ( ) Suburb: ‘
Fax: ( ) Town/City: ‘
Email: Postcode: ‘

Please answer the applicable sections fully before you date and sign this form. If you need assistance in completing this form please phone us on 0800 801 810 or visit
wmbhealth.co.nz

@ Please tick one of the boxes below, indicating what type of health claim you are making

ist consultation.

Pre-approval request for surgery, private hospitalisation, chemotherapy, radiation therapy, diagnostic investigation (including CT and MRI) and/or special
(Please complete sections 1.0, 20, 30, 31 and 60) (PAF)

Payment request for a claim that has been pre-approved. Please attach the Pre-approval letter to the invoices and submit or supply pre-approval number
here and complete sections 10, 40 and 6.0 (HCFD)

Payment request for a claim that has NOT been pre-approved for surgery, private hospitalisation, chemotherapy, radiation therapy, diagnostic investigation (including CT
and MRYI), and/or specialist consultation. (Please complete sections 1.0, 20, 31, 40 and 60) (HCFUS)

Payment request for GP, dental, optical or other P (Please p! i 1.0, 4.0 and 6.0) (OHCF)

Payment request for o specialist consultation (not related to surgery). (Please complete sections 10, 31, 40 and 6.0) (OHCF)

or pre-approvals, please ensure your GP referral and specialist letter are attached

Note:

Please note there will be a delay in processing your claim if all relevant sections are not completed.

o About your claim

Name of patient (insured person). Date of birth:
P d P ion/di ic i iaati
P ¢ P 9 9
T
Proposed length of hospital stay (number of days) Day stay? Yes No Proposed date: ‘ ‘
Do you have any other insurance policy you could claim against? ) Yes No (If yes, give details, including policy number)

Note: You must attach a copy of your specialist consultation letter and the quotation for the treatment/operation/diagnostic investigation.

e About the pre-approval cost

Note: please attach quotes obtained

Jop ion/diag ic i igation costs as quoted by your specialist
Provider/service Cost Name of Hospital and Specialist
c Specialist $
Anagesthetist $
Radiology (i.e. MRI scan, CT scan) S
Prosthe: S
Hospital costs $
Other $
Total procedure cost $ PG1OF4

\C
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(O Please attach a copy of the Referral Letter to the Specialist

Current doctor's details

@ Medical report (to be completed only by your usual family doctor, GP, dentist or optometrist)

O Please also attach any supporting documentation stating when symptoms or signs of this health condition first became apparent to you

Previous doctor's details (if known)

‘ Doctor's name:

| Doctor's name:

‘ Phone: ( )

‘Fux:( b

|Fux:( )

How long have you attended him/her?

|
| |Phon-:( )
|
|

How long did they attend him/her?

Current doctor's address details

Previous doctor's address details

‘ Street number and name:

I Street name and number:

| |
| Suburb: ’ I Suburb: }
‘ Poleoodl:‘ | | Po-teudoc. l

Patient details

‘ Patient's surname:

Qiven name(s): l

What is the underlying health condition that made the surgery/

y?

What was the date the patient first noted the symptoms? ‘

What was the date the

first sought i igation or i i ‘

Please provide details of any

dates. (Please provide copy of GP referral letter and first consultation letter)

If the ient has

for this or a similar condition before, please provide details including dates.

Please attach a histology report if applicable, regarding the above health condition. O Attached ‘

‘ Is this condition ACC related? (O Yes (O No (Please attach the ACC Acceptance/Decline letter) ‘

Signature

Authorised signature

Family doctor/GP, dentist or optometrist

Doctor's full name

’pDDDDDDD’

Signature

PGZOFAJ
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f

° Refund for all types of claims (to be completed by the ir

ed person)

Iimportant notes:

* Claims must be supported by the itemised accounts and receipts showing the name of the patient, date of consultation, description of services;
as well as the name, qualification and GST number of the provider of the service. Pharmacist receipts must show the name of the patient, prescription number and name
of the medication prescribed and the cost of each item.

We recommend that all accounts and receipts are submitted to nib nz limited, within 12 months of incurring the cost. Claims must be submitted within 30 days after
the termination of the policy.

If you require more space to provide the details below, please complete the details on a separate sheet, attach it to this claim form and ensure you include your policy
number on the separate sheet.

If refund is to you
Name of provider Reason for service/item provi directly, please
indicate below

$ @

Date of

First name of insured person Eeatrent

$ O

$ O

$ O
$ O
$ @)

0|0

w
0O
A\

O|0|O0|0|O|0|O|0O|O0O

073
0O
A

Total Claim $

° About your refund (to be completed by the policyowner(s))

We pay claim refunds by direct credit into your nominated bank account. Please fill in details below. Please print clearly. If a claim is accepted, refunds can not be paid when a
policy premium is in arrears.

@ Bank account details

Name of |

samactsane | S e

| ‘ Bank Branch Number Account Number Suffix

Name of branch

k PGSOFAJ
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a3 g

° Important infor ion and d ation (¢ on t by th cyo Ftient,

Duty of Disclosure

You and anyone else named in this claim form must tell us everything you know (or ought to know) which would influence the decision of a prudent insurer whether to accept this
claim, and if so, on what terms. When in doubt, disclose.

Privacy Act 1993 and Health Information Privacy Code 1994

nib is collecting information about you or anyone named in this form to evaluate, administer and assess your benefits. We may be required to collect information from or disclose
an insured person’s personal information to:

* Other nib companies
* TW Financial Services Operations Limited or its related companies

* Health service providers including private health insurers, recognised private hospitals and public hospitals, doctors and medical specialists, and professional medical
authorities, including the ACC and the Ministry of Health

* Our contractors and service providers performing services including (but not limited to) legal services, mail house services and product development services

* Our existing and future strategic partners in respect of co-branded covers and services.

You have the right to access and correct your personal information under the Privacy Act 1993 and the Health Information Privacy Code 1994, If you believe that any personal
information we hold is not accurate, complete or up-to-date, you should contact us immediately. The information is being collected and held by nib whose contact details are
set out ot the bottom of this page.

All info ion is true and

Eoch policy owner and insured person signing below declares that all information given by them is true, correct and complete. If it is not, we may, at our discretion, cancel this
policy from the commencement date, effective date or join date (as applicable). If we cancel this policy, any premiums paid may be retained by us. If we have already made any
claims payments, we may recover these from the policyowner. If you have provided information on behalf of another person, you confirm that you are authorised to do so.

Signature

Before signing please ensure that you have answered all the questions and have read and understood the ‘Important information and decloration’ above.

Note: For patients under the age of 16, this form should be signed by their parent/legal guardian

Full name of patient Date Signature

r

Full name of Gf 1 to the i above) Date Signature

@ Important reminders

* Please ensure you have completed all the relevant sections, and signed and dated section 60.

* Please note that completion and submission of this form is not an acceptance of your claim.

® 2015 nib nz limited. All rights reserved.
Please send this form to: nib nz limited, PO Box 91 630, Victoria Street West, Aucklond 1142, Phone: 0800 801 810, Email: claims@wmhealth.conz PG 4LOF &

Fig. 2.4: Claim Form
Source: https:/ /shorturl.at/luDR4
TYPES OF CLAIM FORMS

There are many types of Claim Forms used in warehouse processes. Some of
them are:

1. Goods Insurance Claims Form/Liability Forms: Goods or legal liability
Claim forms (Fig. 2.5) means that if the warehouse operator is negligent in
taking care of the customer’s goods the insurance service directly pays the
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customer for the loss incurred. As warehouse owner’s legal liability policy
only pays a customer if the warehouse operator has been negligent in
caring for a customer’s goods.

e —
BRDOAYYY)
A,CO_Rd CERTIFICATE OF LIABILITY INSURANCE ]
THIES CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS
CERTWICATE DOES NOT AFF[R"ATIVELV OR NEGATIVELY AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES
BELOW. THIS CERTIFICATE OF INSURANCE DOES NOT CONSTITUTE A CONTRACT BETWEEN THE ISSUING INSURER(S), AUTHORIZED
REPRESENTATIVE OR PRODUCER, AND THE CERTIFICATE HOLDER.
IMPORTANT: i the certificate holder is an ADD"HOML INSURED, the i must be 1L swmm 15 WANED. subject to the
terms and conditions of the policy, may req an -~ on this cer mot confer rights to the
holder in lieu of such )
PROCLCER ﬂecv
Eastern States Insurancs Agency, Inc. " ix;.__ _—
50 Prospect St :
B 3 = - —
wisitharm ) MA 02453 INSURERES) AFFORDNG x ! NAKC O
R | sumes A Insissnce company name :
Custiomenrs Name & Address [P ~ I
< — )
INSURER O - =
INSURER € -
INSURER ¥
COVERAGES CERTIFICATE NUMBER: REVISION NUMBER:
THIS ls I’o GERTIFV THAT THE FOLICIES OF INSURANGE USTED DELOW HAVE BEEN lss..eo TO THE WNSURED NAMED ABOWE FOR THE POLICY PERIOD
ITHSTANDING ANY REQUIREMENT, TERM OR CONDITICN OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH TresS
cenhncu‘z MAY BE ISSUED OR MAY PERTAIN, THE INSURANCE AFFORDED 8Y THE POLXIES DESCRBED HEREIN IS SUSJECT TO ALL THE TERASS,
EXCLUSICNS AND CONDITXINS OF SUCH POLICIES. LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS.
POLICY BFF | PoLicY Ear
TR s R oen POLICY wuMBER xmw L]
A | S srsurance Policy & EACH OCCURRENCE s
_g‘ CONMIRCIAL GEMERAL LIASILITY i =2 ice comsenegel | 8 50000
| cLamesmaos | X | ooccun MED EXP Jhey orm pucsery) (3 5000
PERSONAL & ADV BNARY 3 1 m
[ - . SENERAL AGOREGATE s 1,000,000
m\wnwrrm‘suk mﬁimm’%‘i = _mm_
A _u_:ﬁroua-u uABLITY surence Folicy # CONBRED SINGLE LsarT s 2 NI00
ANY AUTO | I— SOLEY INJURY (Pee pason) | 3
| A CVED AUTS BOCEY INJURY (Par acaderd) | §
SCHEDULED AUTCS PROPEATY DANAGE
X | sz autos 120 ecoceen ¢
X | NON-OWNED AUTOS == 3
s
UMBRELLA LA ‘74‘ oocuR SACH OOCURRENCE s ]
SxcESS LAR | | CLAMS Maos r— r—‘ AICREGATE . e
__ | oeoucTmE | ‘s
! mEvE 3 H = = s
W ENAATIO R IS
AR TP AR . l Ierlinte] [
mc&u\“um;\m ﬁ NiA I 2L = 2
{Mmcmoey in £ 1 DISEASS - EA EMPLOYEE $
| 1 ISEASE . FOUCYUMIT | §
DESCRFTION OF OFERATIONS | LOCATIONS / VEMICLES (Amach ACORD 101, M rmors space =
Canin's Inc. Named as Addional Insured
CERTIFICATE HOLDER CANCELLATION
COLVINAMA SHOULD ANY OF THE ABOVE OESCREED POLICIES BE CANCELLED BEFORE THE
EXPIRATION GATE THEREOF, NOTICE WILL B DELIVERED v ACCORGANCE WITH THE
Cohdn's, inc. POLICY PROVISIONS.
185 Prospect St. AUTHORIZED REPRESSNTATIVE
Waitham mMa 02453
1
@ 1988~ 2009 ACORD CORPORATION. All rights reserved.
ACORD 25 (2009/09) The ACORD name and logo are registered marks of ACORD
. . . sqe .
Cj\ Fig. 2.5: Goods Insurance Claim/Liability Certificate
.
% Source: Colvins ( https://shorturl.at/{tH37)

Q% Warehouse Insurance Claim Forms: Warehouse Maintenance requires
claims which is a part of right warehousing insurance plan to protect
premises, stock, equipment and staff which are key elements to warehouse
operations. Whether extra stock is being stored, raw materials, or goods
ready for distribution, warehouse insurance can protect against a variety
of unforeseen events, from property damage to public liability claims.
Different kind of warehousing insurance includes claim forms for:
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Property

e Contents
e Stock in Trade
e Business Interruption

e Theft & Money Insurance

e Public Liability b’

e Glass Breakage \0,6

e Employee Dishonesty N{’)\?

e Marine Transit Insurance QQ'

e Machinery Breakdown 4

e Management liability ONO

e Cyber Liability Insurance \,&

e Staff %O
It is the job of warehouse claims coordinat(;{,@)roceed as per the clauses in
the agreement. - Q

. N
3. Loss and Damage Claim Formyjit is (Fig. 2.6) a record of a loss that has
been occurred. It provides Yls of the commodity lost, where the loss
occurred and the person nsible or the causes of loss or damage. It is

also used for compili&ﬁss claim register. Loss or damage of goods can
be due to following r s:

a) Degradation @%ods.

b) Misplacedgg)éods.

c) Theft~S

d) P\@or Mishandling of goods.
v
&
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.'A%!:, 733 West 22 Sereet
e N rume Tompe, AZ 85282

EXPrisesas "= o
Fan: 430834 0834
LOSS AND DAMAGE CLAIM FORM
OTE Pro No.- Date of COsim:
PO or Ref. No.: Cisimant's Caim No.:
This claim for S © made against On Time Express for: O Loss 3 Damage
Shipper Consignee:
Origin City: Destinstion Cty:
Date Shippec: Date Delvered: E
DETANED STATEMENT SHOWING HOW AMOUNT CLAMMED 1S DETERMUNED )
(Nunber and descrigton of wticlies, rature and extert of demege, price of of datrn, etc. Inchude seried

mumbers, A description and velum) * *Al decounta, slowaences, end selvege must be shown®*

W WL www

Total Amount Claimed:

The following documents have Deen submitted in sUPpPOrt of this claim (check all that apply):
Repiscement Parts invoice [if appiicadie) Orniginal/Copy Bim of Laging

Original Invoice from Vencor Carrier Inspection Report/Waiver

Original peic freight bill Other Documents [plesse specty)

Notes/Remarks:

I HEREBY ACKNOWILEDGE THAT THE FOREGOING STATEMENT OF FACTS ARE CORRECT.
Csimere Sigrature Jate
Camant Name

Cormpany Name PR Number

Accress
City Sime Sp

UJ

Fig. 2.6; Damage Claim Form at a Warehouse

Source%’c Best (https://arcb.com/tools/claims.html)

4. Shipping C &l\'Form: It is a claim form (Fig. 2.7) which includes loss or
damage ﬁﬁng transit. It is the job of Warehouse Claims Coordinator to

keep gje rd of:
a copy of Bill of Lading.

GJA Copy of delivery receipt.
Q% c) Documents supporting the value of damaged or lost goods.
d) Documents supporting the weight of lost or damaged items.

e) Loss damage inspection report or any other information or picture
pertaining to the claim.
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Cargo Loss & Damage Claim Form Date:
Review the information on the reverse before completing this form

These Items Must Be Completed Or Your Claim Will Be Returned

Your reference # (optional):

Claim Amount Y?IC Freight PRO # & p/u date (If unknown, attach a copy of the Bill of Lading) Preparer’s Name:
$ PRO No. P/U date
[ Shortage [0 Damage [ oOther (specify)
Claimant’s CORRESPONDENCE (MAILING) address: Complete ONLY if different Make Check Payable (REMIT TO)
Firm name (pl print) Firm name (pl print)
Address Address
City State  Zip City State  Zip
Phone # Fax # Phone # Fax #

Claimant’s Email address :
Shipper Consignee

Shipper City/State/Zip Consignee City/State/Zip

Briefly describe what the claim represents and how the claim amount was calculated.

If the claim involves damaged goods, please check one or more of | Please attach copies of:
the following:

O | Vendor’s original invoice REQUIRED for the original
shipment showing the price of lost or damaged goods

O Damaged goods can be repaired for approximately
$ (including the final page.)

O $I? amaged goods;can’beiused “as is"foran;alowance of [ | Vendor's original invoice for the replacement shipment.

O T ——— O S&:?ilg::e’s copy of the freight bill bearing loss or damage
0O Damaged goods are unavailable (please explain): Ol w T —————p—

O | 1sitem [INew or  [JUsed? [ | If applicable, please attach Inspection Report.

[ | Other: [ | A chargeback or debit memo is required on shortage claims.
] O

Photos showing extent of damage (required for damages) The weight of the goods being claimed.
FAX TO: MAIL TO:

866-840-5691 (toll-iree) or 913-905-8726 | YRC Freight

Cargo Claims

P. O. Box 7903

Overland Park, Ks 66207

***If you fax your claim, please do not send a copy by mail.*** Claim status available at yrcfreight.com

YRC

ISC-270 7/15 Page 1 of 2
Printed in U.S.A. FREIGHT
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C

Q.

Thus, we can say that it is extremely important for warehouse claims coordinator
to study the need of claims in time and application of claim forms for settlement.

The following provisions of the Bill of Lading and National Motor
Freight Classification are furnished to assist claimant in determining:

When to file a claim.
With whom the claim must be filed.
How to file the claim.

Bill of Lading Contract Terms and Conditions

Section 3(b)

As a condition precedent to recovery, claims must be filed in writing
with one of the following:

Receiving or delivering carrier.

Carrier issuing the bill of lading.

Carrier on whose line the loss, damage, injury, or delay occurred.
Carrier in possession of the property when the loss, damage,
injury, or delay occurred.

Such claims must be filed within nine months after the delivery of the
property (or, in the case of export traffic, within nine months after
delivery to the port of export); except that claims for failure to make
delivery must be filed within nine months after a reasonable time for
delivery has elapsed.

Suits for loss, damage, injury, or delay shall be instituted against any
carrier no later than two years and one day from the day when written
notice is given by the carrier to the claimant that the carrier has
disallowed the claim or any part or parts of the claim specified in the
notice. Where claims are not filed or suits are not instituted thereon in
accordance with the foregoing provisions, no carrier shall be liable,
and such claims will not be paid.

National Motor Freight Classification
Filing of Claims (300105)

Claims in writing required. A claim for loss or damage to baggage
or for loss, damage, injury, or delay to cargo will not be voluntarily
paid by a carrier unless filed in writing, as provided in
subparagraph (b) below, with the receiving or delivering carrier, or
carrier issuing the bill of lading, receipt ticket, or baggage check,
or carrier on whose line the alleged loss, damage, injury, or delay
occurred, within the specified time limits applicable thereto and as
otherwise may be required by law, the terms of the bill of lading or
other contract of carriage, and all tariff provisions applicable
thereto.

Minimum filing requirements. A communication in writing from a
claimant, filed with a proper carrier within the time limits specified
in the bill of lading or contract of carriage or transportation, and (1)
containing facts sufficient to identify the baggage or shipment (or
shipments) of property involved, (2) asserting liability for alleged
loss, damage, injury, or delay, and (3) making claim for the
payment of a specified or determinable amount of money, will be
considered as sufficient compliance with the provisions for filing
claims embraced in the bill of lading or other contract of carriage.
Bad order reports, appraisal report of damage, notations of
exceptions on freight bills or other documents, inspection reports
issued by carrier inspectors or inspection agencies, tracers, or
inspection requests do not comply with claim filing requirements.

Documents Required in Support of Claims (300110)
a. A written demand for payment, asserting carrier liability for alleged

loss, damage, injury, or delay and containing facts sufficient to
identify the shipment or shipments involved will constitute a claim,
regardless of form, and will be required.

When claimant does not appear from the supporting documents to be
an interested party, carrier will require any necessary written
assignment or other proof to determine the claimant is the proper party
to receive any claim payment.

ISC-270 7/15 Page 2 of 2
Printed in U.S.A.

b. Claim must be supported by either the original invoice; a
photographic copy of the original invoice; an exact copy thereof,
or an extract therefrom, certified by the claimant or his authorized
representative to be true and correct with respect to the property
involved in the claim and reflecting all trade or other discounts,
allowances, or deductions of any nature. When the original
invoice is not submitted, such document must be made available
for inspection by carrier representative upon request.

c. When determined by the carrier to be a necessary part of the
investigation, the following will be required:

1. The original freight bill and bill of lading or other contract of
carriage. When claimant cannot furnish these documents, carrier
may require suitable indemnity from the claimant.

2. When the property involved in the claim has not been invoiced to
the consignee or where invoice does not show price or value, or
where the property has not been sold but transferred at
bookkeeping values only, or where property has been shipped on
consignment or approval, documentation to establish destination
value in the quantity shipped and certification of the correctness
thereof.

3. In order to establish the full recoverable loss caused by the
carriers, the original account of sale, showing the date of sale and
the amounts realized on the damaged and undamaged portions,
respectively, showing grade, brands, quality, variety, size, and
condition, together with any deductions, allowances, and
commissions, or a copy thereof certified correct over the signature
of the claimant or an authorized representative thereof.

4. When shipment has received prior transportation and is reshipped
from a distribution or warehousing point but has been opened and
examined and contents verified as being in undamaged condition,
certification thereof must be made by a person having actual
knowledge of such inspection and a statement to that effect
incorporated in such certification.

5. When an asserted claim for loss of an entire package or on an
entire shipment cannot be otherwise authenticated upon
investigation, the carrier will obtain from the consignee of the
shipment involved, a certified statement in writing that the
property for which the claim is filed has not been received from
any source.

6. Photographs that demonstrate the nature and extent of the
damage.

Note: Shipments originating in Canada are subject to the Canadian
Bill of Lading Contract Terms and Conditions.

Canadian Bill of Lading—Conditions of Carriage

Notice of Claim

a. No carrier is liable for loss, damage, or delay to any goods carried
under the bill of lading unless notice thereof setting out particulars
of the origin, destination, and date of shipment of the goods and
the estimated amount claimed in respect of such loss, damage, or
delay is given in writing to the originating carrier or the delivering
carrier within sixty days after delivery of the goods or, in the case
of failure to make delivery, within nine months from the date of
shipment.

b. The final statement of the claim must be filed within nine months
from the date of shipment together with a copy of the paid freight
bill.

Declared Valuations

Maximum liability shall not exceed $4.41 per kilogram ($2.00 per
pound) computed on the total weight of the shipment unless declared
valuation states otherwise (Section Ill, ltems 9-10).

YRC

FREIGHT

Fig. 2.7: Shipping Claim Form

Source: YRC Logistics
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Activity 1: A field visit for learning the types of claim forms used in
warehouse.

Material Required: Check-list to visit notes, notebook and pen/pencils.
Procedure:
1. Visit a warehouse near your location. b,
2. Take note of their activities, functions and keenly observe the I.)re\@ses.

3. Mention the appropriate option (Yes, No and give reasons/r rks after
conformation with the binner). ,Q,
<

Sl. L. . % Reasons/
No Activity and Functions Ye‘() o

Remarks

He!

1 | Do they have warehouse claims coordinator?& O\a

‘v

2 | How often they need a claim forms? @

3 | List out the need of Claim forms. . (bo\/
N

N
List out the elements of Claim\g‘tms available

4

with them. &@'

. Y . .

5 Do they have Goods 1g.grance /Liability claim

form

X
i ?
6 Do they have W@house insurancer:
(0.9

(%4
7 | Have they@f claimed for warehouse insurance?

o~

8 | Do Wave loss/damage claim forms?
Y

@) they have shipping claims form?
D

9
yo X
I% Any other type of claim form they deal with?

4. Collect the details with the warehouse claims coordinator.

5. Prepare a chart mentioning types of claim forms and their features.

6. Discuss the chart with warehouse claims coordinator and warehouse
supervisor.
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7. Discuss with classmates and teacher.

Activity 1: Prepare a presentation on Understanding Claim Forms

Material Required: Printed copies of different types of claim forms (Goods
Insurance Claims Form, Warehouse Insurance Claim Form, Loss and Damage
Claim Form, Shipping Claim Form), Pens/pencils, Whiteboard or chart paper,
Markers

Procedure: b’
1. Divide the class into small groups. <
2. Instruct each group to examine one type of claim form provid&é},\% them.

3. Encourage students to discuss and identify the key eleme@ nd
sections of the claim form, such as

a) date & time «OQJ
b) claimant details &O
c) reason for claim O\’
| S
d) supporting documents, etc.

4. Invite each group to present their ﬁnﬁ'@gs to the class.

S. As each group presents, facilitate'%\gécussion by asking questions to
clarify any uncertainties and el\&;‘urage participation from the rest of the
class.

6. Use the whiteboard or,c rg paper to list down the common elements
identified across diff types of claim forms.

. Student should @mit their presentation to their teacher.

Check Your Progress

A. Fill in th

1. »\\ is a claim form which includes loss or

@hage during transit.

%cvj is a record of a loss that has been occurred.

Q 3. Theft & money insurance come under
insurance category.

4. Claimant claim number is a unique allotted
to the particular claim.

5. Claim forms are the of claims department.
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B. Multiple Choice Questions

1. Which of the following is incorrect about claim forms?

a) It is an official document and it may help in future for any legal
matters

b) It includes complete information required to be produced to local
police, especially in case of theft

c) Claim form is not required in case of damaged or missing goods b:

d) Claim form acts as a document which helps the claimant to r % d all
his/her actions

2. Which of the following is not an element of claim fo ;@
a) Address and details of shipper/transporter Q
b) Claimant claim number
c) Date of birth of claimant &K’O
d) Date and time O
3. Which of the following is a type of Claimm?
a) Shipping Claim Form
b) Goods Insurance Claims Forl@'(rx(bt
c) Warehouse Insurance C @')Sli“orms
d) All of the above
4. Which supporting do ent is mostly produced with Shipping claims;

a) Loss damage %pectlon report
b) Voter ID g{.&'

c) Date@'émrth Proof

d) wing License
C. st ether the Following Statements Are True/False:

é’. claim form is a personal document
Q . According to claim form a claimant may have a legal right to claim for
his/her compensation as per the contract or agreement.

3. It is not necessary to produce claim forms in case damaged or missing
goods are insured.

4. Address and details of warehouse/consignee is a part of claim form.

5. Insurance of stock in trade comes under shipping insurance.
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D. Match the Columns

Column A Column B
1| Remittance details of the | A | Reference number allotted to the particular
claimant claim
2| Details of B | Documents of the claimant’s identity
shipper/transporter G
3| Reason of claim C | Details of the claimant or the repres‘c@Eative
such as bank account, name of & , IFSC
code, etc.
S
4| Supporting document of | D| Whether it is a damage clairly or missing
evidence claim .\O
5| Claim number E | Details of the shipn‘}& and delivery receipts
x\l
E. Short Answer Questions %O

1. What do you mean by claim forms? @
2. Describe the need of claim form. . (D'\/
3. Explain the elements of claim ﬁo&ér

F. Long Answer Questions §(b"
o)

1. Describe the types of clg%n

2. Describe in detail el

G. Check Your Perfor@xﬁce

rms.

s of the claim form

1. Demonstrat gééervations and suggestions from the practical session in
visit to w, Ouse.

2. Spell@t e types of claim forms required in a warehouse in any two
diffexet situations.

3 ﬁyaw a chart containing various elements and types of claim forms.

Session 3: Preparation for Claim Resolution

A warehouse claims’ coordinator is responsible for coordinating and supporting
plan related to the evaluation, processing, and handling of compensation claims
for the warehouse. They act as a liaison between the organisation, its insurance
provider, agencies, claimants and policy holders regarding the status and
eligibility for coverage for all relevant claims. He/she reviews claims to make sure
that billing requirements are met, updates accounts (as necessary), answers
inquiries, and makes recommendations for resolution.
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LIST OF CLAIM FORMS

The Warehouse Claims Coordinator prepares a list of claims (Fig. 2.8) which is
subjected to be resolved later after discussions with warehouse manager or
supervisor.

Date : LIST OF CLAIM FORMS
S Particulars | Claim Type/Category of | Insured/Not | Amount
No. | of the Claim | Number Claim Insured Involved
1 Party A ~é>\>
2 | PartyB Q\)
3 Party C ’\O@
O

4 Party C X X

N

Fig. 2.8: The List of Clain%kﬁ?ns

The list of claim forms has following fields: @

1. Serial Number: It denotes the num of claims made in a day. This can
be compiled for a week, month aéﬁ, o on.

2. Particular of the claim: It iscﬁﬂes the details of the claimant - full name,

contact numbers and oth tails.

3. Claim number: It de the unique identification number of the claim
form. It may happ@& there are two claimants of the same name. In that
case they will be@ ished by the claim numbers.

4. Type/categ%)}‘of the claim: It signifies the type or category of claim
whether A *f;l s under loss or damage category, medical claims, theft or

claim arehouse insurance. For the claims of the same category the

war se claims coordinator proceeds for preparation and desired
%matlon activities.

IN UAL CLAIM FORM

preparing a list of the claim forms the warehouse claims coordinator looks
at the individual claim forms (Fig. 2.9). Warehouse claims coordinator makes
sure that the claim forms are handled efficiently and payment for valid claims
only is made. There are certain conditions which need to be fulfilled before
ascertaining a claim which may differ from industry to industry.
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Customer Claim Form P MAPLE RGN
CLAIMANT INFORMATION CARRIER INFORMATION

Name Carrier

Address Vessel / Voyage

City. Province, ZIP Avrrival Date

Phone Bill of Lading

Fax Container #

Email # of Cartons Affected
Type of Damage
Claim Amount

CLAIM DESCRIPTION

Brief Description of the Incident:
Please include a brief description of the events.

Br n of Claim amount: Please list items/charg 6

U

OFFICE USE ONLY

MBL Ref #
APPROVED BY Date

| accept the above claim to be true and free of error.

By (C = Date

A 4

Fig. 2.9: Individual Claim Fﬁv

Source: Maple Frei

Following are the steps for assessing individu@)rms and preparing for the claim
process:

1. The claim form should have full ﬁils and no fields should be left blank.

2. In case of claims for da a@’ goods, the damaged goods should be
produced for inspection, i(;&quired.

3. Provide the relevant @es for repair costs and a detailed report of the
reason of damage {rQipthe repairer.

4. If the goods canr@be repaired, obtain a report from a repairing firm as to
why it is not irable.

S. If the it 'gs irreparable, obtain two quotes for replacement. Quotations
for rgpla¥ement must be of same style and quality to the original
copsSigviment.

0. @}ase of lost or stolen goods, the claim form should include details like
ge and purchase price for each lost or stolen item, and attach required
QGJ supporting documentation.

7. Proof of ownership such as receipts, photos, manufacturers’ booklets, etc.
should be provided.

8. Obtain two quotes for each of the lost or stolen items. Quotations for
replacement must be of same style and quality to the original consignment.

9. Obtain a police acknowledgement of lost property report, quoting the police
reference number in case of stolen goods.
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10. This final step is for evaluation of the form and checking the supporting
documents. It can be understood in (Fig 2.10) which shows the HDFC life
claim evaluation process:

HDFC Life Claim Evaluation Process
Claim intimation form/letter received by HDFC Life
HDFCSL sends a letter (with the list of documents bv
required) to the nomineeftitle holder to the claim QJ
} >
Complete documentation and information is received @\
h L ! ;’O’
4
Decision Reminder Letters/Follow ups
Accept Rejection
Y A 4
Payment made to the Communication
nominee/ title holder providing reasons is
to the claim sent to the claimant
Major reasons for rejection :
- Non - fulfilliment of policy term and conditions
- Non - disclosures

Fig. 2.10: @uatlon of Individual Claim Form
CLAIM PROCESSING IR, K LIST

After making the the claims and scanning the individual forms the
warehouse claims ‘ép dinator checks the completeness of the documentations
and any other rements related to the claim before, further, forwarding the
claim forms f e claim process. The features of the checklist may differ with
the nature@varehouse operations and the category of claims.

A sam le:éwckhst is shown here as under (Fig 2.11).

Aft cklist, the claims are forwarded to another department. It should be
n that claims are processed as per terms and conditions applied at the
of contract or agreement.
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Sl. Particulars Yes | No | N/A | Remarks
No.
1 Supporting documents

a. Bill of lading

b. Delivery receipt

A\
C. Proof of value of damaged /lost good ‘\(\60
R b4

d. Proof of weight of lost/damaged good \}9

AD

Nd
e. Loss damage inspection report Q’Q’
2. Validity of claim .\OQ:J
3. Potential fraudulent activity \,O
x\l
4. Other services required QA\O
5. Communicated with claimants \©
6. Communicated with Insurers ,(,N
o d

A\
7. Liaison with external expe&sﬁ&f{e lawyers

8. Loss investigating age £§\ needed
g g g‘)?&

U J
9. Recovery of moneyg/@quired from party
responsible for

LWV

N\
10. | Analysed }h§laim made with the policy

Y
11. Rep?irs eded
)

12. »@‘aﬁted Repair Agency

1 .dolaim is as per industry and company
guidelines

14. | Claim is as per quality standards

15. | Any kind of inspection is required

16. | Survey report submitted

17. | Photograph of damage submitted

PSS CENTRAL INSTITUTE OF VOCATIONAL EDUCATION (NCERT), BHOPAL




Warehouse Claims Coordinator- Grade XI

18. | All the freight and duties paid

Fig. 2.11: Claim Processing Check-List

From the (fig. 2.11) it is clear that warehouse claims coordinator prepares for
claim process by checking activities against the check list and ensures:

a) Whether necessary supporting documents are submitted along with t&e'
claim. <

b) Whether the claim is valid or not, or might have exceeded the l@te or
limit of the claim. “Q\’

c) Whether any fake or fraudulent activity is being indicat@o

d) Whether any other services are required, if yes, theQagJ she will write
that in remarks column.

O
e) Whether he/she has communicated with clair;%)é( and/or insurers.
Without their knowledge claim process cankéDbe started.

f) Whether there is any need to liasoning @h external experts like;
lawyers, for legal requirements. '\,

g) Whether any loss investigating ag(.’ﬁeles are needed against the claim.

h) Whether any recovery of monfétf\irs required from the party responsible for
loss.

i) Whether the claim is rgge as per policy.

j) Whether in claim, @repair agency is required.

k) If yes, then wh;it' the agency is contacted.

1) Whether th im is as per industry and company guidelines.
m) Whethe@e claim is as per quality standards.

After co ion of all the above checks, the claim coordinator proceeds to the

next s
INS ION CHECKLIST

Q epare for this inspection checklist (Fig.2.12) is used:

INSPECTION CHECK LIST

Claim Number

Claim Form Type/Category

Claim Form Title
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Sl. Particulars Yes | No | N/A | Remarks
No.
1 Supporting documents attached required

for inspection

a. Bill of lading

C. Proof of value of damaged /lost good ob,
\d
d. Proof of weight of lost/damaged good . %Q'
«\:Y

e. Loss damage inspection report NQ

A

N
2. Contacted quality assurance department e (
3. In-house inspection is required o

X
4. Finalised the date of inspection X
AS

5. Third party inspection required @

6. Third party inspection agency con \ted
‘\

r
Fig. 2.12: Inig}fion Check-list

Claim forms are checked for re%‘&'ments of inspection. A warehouse claims
coordinator checks for the:

a) Need of inspection. bﬁ
b) Facility required@\inspection.

) Communicatiﬁzpfor inspection.

d) Any thh@@;’ required to be contacted or not.

e) Ifye hether it has contacted or not.

Thus, it@nportant for the warehouse claims coordinator to take responsibility
abo @k preparation of claims resolution.

Activity 1: Perform Role-play on preparation of claim resolution.
Material Required: Check-list to visit notes, notebook and pen/pencils.

Procedure:

1. It is a group activity.
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2. This role play activity is to learn the preparation of claim Resolution from
the perspective of warehouse claims coordinator.

3. Divide the class in four groups.
4. One group will play the role of warehouse claims coordinator.

S. Other groups will be customers who have given claim forms to the
warehouse.

6. Prepare a chart mentioning the individual claim forms, check-list and a)eir

features.
X

AN
. N
Group A | Customer Claim for loss of goods at the xQ’i&louse and
submit a claim form

<
Group B | Customer | Claim for damage of goods 65(96 warehouse and

submit a claim form o
). ¢

Group C | Customer |Claim for loss of. ds while shipping and
submit a claim f@n

Group D | Warehouse | Prepare hs@ claim form, claim processing
Claims check list a@ inspection check list for the three
Coordinato | custom A, Band C

r &(b’

Y
7. Student should submi Gﬁfir script to their teacher.

Activity 2: Understandip& aim Process

Material Required: Pr(@ed copies of individual claim forms, Whiteboard or
chart paper, MarkeﬁéPens /pencils

Procedure: &(b'

1. Dividﬁt)@class into small groups.

2. P &&i each group with a set of scenarios involving different types of
@ s (e.g., damaged goods, lost items, theft).

% nstruct each group to analyze the scenarios and fill out an individual
Q claim form for each scenario based on the steps discussed earlier.

4. Encourage students to think critically and apply their understanding of
the claim process to each scenario.

(For example, students will imagine they work for a warehouse and are
responsible for processing claims related to damaged or lost goods)

5. Teacher should conclude the activity by asking students to reflect on what
they learned about the process of handling individual claim forms.
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6. Teacher should encourage students to discuss any challenges they
encountered and how they overcame them.

7. Teacher should summarize the key points covered during the activity and
address any remaining questions or concerns.

Check Your Progress

A. Fill in the Blanks

1. is responsible for coordinating and s gftlng
initiatives relative to the evaluation, processing, and handhng g' urance
claims.

2. Warehouse claims coordinator »O'g.'eums to make
sure that billing requirements are met.

3. In list of claim forms c51’\690‘ces the number of
claims made in a day. X,

4. The claim form should be O by providing full details.

S. In case of lost or stolen goods, the clai rm should include details of the

and or each lost or stolen item.

6. The features of the checklist ma a?fér with the of
warehouse operations and theX$ of claims.

B. Multiple Choice Questions @
1. What is the role of a Waréh'%use claims coordinator?

a) Managing invento@vels

b) Coordinating alg?ﬂ:)rocessing compensation claims

c) Handling tr géportation logistics

d) Overs@% order fulfillment
2. Whagl cluded in the list of claim forms prepared by the warehouse
oordinator?

erial Number and Particulars of the Claim
c')D) Claim Number and Type/Category of Claim
c) Insured /Not Insured and Amount Involved
d) All of the above

3. What is the purpose of the individual claim form assessment process?

a) To identify potential fraudulent claims

b) To ensure all fields are filled out accurately
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c) To determine the validity of the claim and gather necessary
documentation

d) To calculate the total amount of claims processed
4. What is the function of the claim processing checklist?
a) To verify the authenticity of supporting documents

b) To determine the date and time of claim resolution

c) To coordinate with external experts such as lawyers b’

d) To track the progress of claim investigations <
5. What is the purpose of the inspection checklist in the claims Q} tion

process? O

a) To identify potential fraudulent activity QQ’

b) To ensure all necessary documents are attached. nspection

c) To finalize the date of inspection and contact,{l@fd—party agencies if
required X

O
d) To calculate the total amount of claimé%rolve
C. State whether the following statement\s,@e true or false

1. Warehouse claims coordinator «@' not responsible for evaluation,
processing, and handling of ink ce claims.

2. In the list of claim forms, fa'culars of the claim include the number of
claims made in a day.

3. If the goods cannot beée aired, a warehouse claims coordinator obtain a
report from a rep i@}as to why not.

4. Claims are p@@ssed as per terms and conditions applied at the time of
contract or apy ement.

S. Througl@mck-list it is checked that any fake or fraudulent activity is

be@dica‘ced.
D. Ma{cﬁ; e Columns
)

Ccv) Column A Column B
Q 1 | Serial number A | Includes the details of the claimant
2 | Claim number B | Loss or damage, medical claims, theft or

claims of warehouse insurance

3 | Type/category of C | The unique identification number of the
the claim claim form
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4 | Particular of the D | Denotes the number of claims made in a day
claim

E.Short Answer Questions
1. Describe the list of claim forms.

2. Explain the individual claim form.

F. Long Answer Questions b’
1. Explain claim processing check-list. \Q,QJ
2. Explain inspection check-list. .\6

G. Check Your Performance ,5'0
1. Display a chart based on the preparation of claim reso&t on.
2. Prepare inspection Checklist. ~O

Session 4: Prioritization of Claim Processing

The warehouse claims coordinator is the primary point of contact between the
claimant and the agency. Claimants communicate with the claims coordinator
soon after receiving the confirmation report to verify that all the information on
the report is correct. Claims coordinator is responsible for conveying appropriate
information and the necessary forms so that management can properly process
the claims.

Y
PRIORITIES OF CLAIM bﬁ

Whenever warehouse cla{/ﬁ& coordinator receives a claim, he/she has to make
sure that all the pa work is completed with documentary evidences,
photographs and r&éﬂs as soon as he/she starts scanning the claim forms. The
following tasks axg onsiderations comes in the priority (Fig. 2.13):

1. As so the issue is identified, he/she has to provide proper notice to
all i g%

2. Ga\her the details of the insurance policies and review the insurance

€rs.

%)rovisions.
Q% Review any other sort of contracts that may exist between parties.
4. Determine all potentially available coverage.

5. Based on the list of claim forms, he/she sets priority based on;

Sl. Prioritising criteria
No.
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1 What policies may be triggered?
2 What are the remaining policy limits?
3 What other claims have been made on these policies?
4 What is covered under the policy?
5 Who are all the possible insureds under the policy and are they eij@he
claim?
S
6 What losses erode policy limits? \>'
>
7 Which tasks are in risk of missing due dates? Q
&
8 Which claims need specialised resources? ’\O

xO
Fig. 2.13: Prioritising criteri&
In order to decide the priority, the claims coo@tor decides the priority by
claim analytics which is based on the urgenq@s igure out from the claim form.

Risk Assessment Matrix (Fig. 2.14) p \;ides a comprehensive analytical
approach to priority setting. A risk sc #84s calculated which depends on the
probability of risk associated with %@aim and its impact on the continuing
operations of the warehouse. It i@@t an example; there may be other several

factors on deciding priorities.
A A

Risk Assessment Matrix

Probability 1 3
Extremely Extremely
A | Impact unlikely likely

; 1 Not critical

1 Significant

C} 1 Fundamental to
%% continuing operations

Q Priority
T 7 Eow

Impact x Probability = Risk score ™
High

Fig. 2.14: Risk Assessment Matrix in Prioritising Claims
Source: Claim Analytics (https://shorturl.at/elHSU)

Following points describe the risk assessment with the claims and priority
decisions:
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1. Priority is low when impact is not critical and probability of any risk
associated is extremely unlikely.

2. Priority is medium when we have impact and probability likely.

3. High or highest priority is given to the claims in which the probability of
risk is extremely likely and have highest impact fundamental to continuing
operations.

FACTORS WHICH AFFECT THE PRIORITIES OF CLAIM FORM b’

Claim management is a core issue for the protection of insurance poliaggxgl'ders
and hence a priority concern for the warehouse as after an agreementas been
reached between the warehouse/insurer and the policyhol claimant/
beneficiary on the amount of compensation it is expected t »\ﬂie claims are
processed within a reasonable amount of time. Followmg ar Qe factors which
affect the priorities of the claim:

1. Valuation of the Claim: After assessment of thK,Qalm form, those claim
which are of high value are given priority ordges associated with them is
more. After comparing with the magnit f the loss and price value
associated with the claim the priority i@ced.

2. Need of Goods: Those claims which dfolve the interruption in operations
because of loss/damage/repair oﬂ@bods are given priority.

3. Urgency: Some claims are th%:which become urgent like medical claims,
delay in that may be a life n of claimant is given priority. Warehouse
claims coordinator weig rgency factor of the claim.

4. Time Frame: When e parameters of evaluation of a claim form are at
par, then the claj XWhich is submitted first in all respects is given priority.

5. Validity of pQHcy: If the claim is made for which the insurance policy is
to be valid horter period than other claims; then it is given priority.

6. Inter a@rgets: The claims which come under the internal targets set in
theﬁk schedule of the claims coordinator are given priority.

7. \ernal factors: For those claims in which there is high dependency on
xternal factors, like lab reports, investigation reports, survey are
G,) prioritised based on the dependence on the external factors.

8. Risk: We have seen the risk assessment matrix gives a score which is
helpful in prioritising claims. There are some other risks which can be
associated with the goods stored in the warehouse. For example, damaged
gas cylinders for which claim are made. In such cases, the claims
associated with high value of risk are given top priority.

These are the factors which affect the priority of the claim.
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REASONS OF PENDING CLAIM FORMS

Despite well coordination there is pendency in some claim forms for the
following reasons:

1. Incomplete form: Claimant submits incomplete form by negligence or
purposefully omitting few columns.

2. Incorrect information: When the claim forms are checked and the
information is found mismatched or not correct, they are in the per@ng
box till clarity is received from the claimant. <

3. Policy lapse: Claims move to pending when there are issqiﬁh the
insurance policy of the claim made. It means policy has los&@ existence
on papers. Filing claim for a lapsed policy won't fetch anyynrg.

4. Delays in intimation: Claim should be intimated @'}nmediately upon
occurrence of loss or damage as per policy conditionsX@ delay in intimation
can cause extension or exaggeration of loss. X3

5. Missing documentary evidence: If proper entary evidences are not
there, like photographs, survey/invesgtigation, reports/proof of
weight/value of goods claimed, etc., the@t moves to pendency.

6. Amount: If the amount offered is @ent from the amount claimed, the
insurance company or the coordi r has to explain the reason for this to
the claimant/beneficiary. (D)SJ

7. Policy Clause: When the iif¥\Mrance company is not accountable (by virtue
of policy clauses) for eé}ing all or any part of the claim, it notifies the
claims department o‘f\&' warehouse or the claimant/beneficiary of this fact
and explains why%\/

INCLUDING THE ING CLAIMS IN THE SCHEDULE WORK

Warehouse cla'ﬁ&f@(’)ordinator works on the schedule made as per instructions
of warehou nager/supervisor. The pending claims are also included in the
work so t %ﬁ-ley can be addressed properly on time (Fig. 2.15).

C:\’
)
Q‘E)
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| Insurer Web Interface |

Manage Buyers Account

Search for Offsurers Requests Manage Offsurers [ Manage Buyers I Sign Out
Edit Plans Add New Plans Support Profile
Manage Buyers Account:
1 Buyer View Profile PremiumStatus Remind Claim Case Claim Status EDIT DELETE
1 Buyera @ Clear i: None None Pd *x
] BuyerB > Clear [:] None None 7 b 4
1 BuyerC iy Pending None None 2 7 *x
] BuyerD > Pending None None vd *
1 BuyerE > Pending None None Pd *x
O Buyer F @ Pending Case No.123 Pending ! 7 b 4
1 Buyerc > Pending None None Pd *x
(I Buyer H > Clear [:] None None ? 7 *X
] Buyerl > Clear !:] Case No.102 Pending Pd b 4
Previous Next

Y
Fig. 2.15: Including Pending Cla@ in the Schedule
Source : Slide Player (http shorturl.at/gruJN)
Thus, it is extremely important for ?ﬁvarehouse claims coordinator to have

control over the prioritisation of im processing for efficient warehouse
operations.

Activity 1: Field visit @tudy the prioritisation of claims processing.
Material Requirqu’éﬁeck—list to visit notes, notebook and pen/pencils.
Procedure: 'Q

1. Visit@rarehouse and discuss with the warehouse claims coordinator
t Yh

a e following:
sLey :
2 Activity and Functions Yes No Reasons/Remarks
1 Do you set priorities of claims?

Do you analyse risk associated with
2 claims?

3 Do you estimate valuation of claim?
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Do you assess urgency needs of the
4 claims?

Do you have internal targets for
5 addressing claims?

Do external factors have any

6 impact on claim resolution? A
A\ g
Do you experience pendency of NQ,QJ
7 claims? .\6
\y’
Are there any factors you can 0'
identify for pending claims Q
8 resolution? <
~O
Do you take action against &O
9 pendency?
™\
O
Do you include pending claims in %
10 | the work schedule? @

2. Prepare a note and show the WarQ&@@se claims coordinator.
3. Present a report in the class. \16

&

A. Fill in the Blanks &5

1. The warehog&laims coordinator is the primary point of contact between
the P and the

2. For @}gims coordinator all parties are with the same potential
A

3 @‘\énever warehouse claims coordinator receives a claim he/she has to
GJ ake sure that all the is completed.
Q 4. provides a comprehensive analytical approach

to priority setting.

5. When the claim forms are checked and the information is found
they are moved to pending box.

B. Multiple Choice Questions

1. What is the primary responsibility of a warehouse claims coordinator?
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a) Managing inventory levels

b) Coordinating and processing compensation claims
c) Handling transportation logistics
d) Overseeing order fulfillment
2. What are the priorities of a warehouse claims coordinator when receiving

a claim?

a) Valuation of the claim, need of goods, and urgency b,
b) Gathering details of insurance policies and reviewing contracts.o,ej
c) Determining available coverage and setting priority criteria\'>,6

3. What factors affect the priorities of claim forms?

d) All of the above Q 6,0
&

a) Need of goods, urgency, and time frame O
b) Valuation of the claim, time frame, and intern%Qargets
c) Urgency, time frame, and policy validity O&
d) All of the above
4. Why do some claim forms remain pe@,@?

a) Due to incomplete forms and ineQffect information

b) Policy lapses and delays in i&gmation

c) Missing documentary eyj ce and discrepancies in amount offered
d) All of the above

. How are pending clq@ managed within the warehouse claims
coordinator's sc e?

ul

a) By excludiﬁéthem from the work schedule
b) By ac%@@@ng them properly and including them in the schedule
c) By pridritizing them based on the nature of the claims

d) B& elegating them to external agencies for resolution

C

C(@e whether the following statements are true/false
Q 1. Policy lapse cannot be a reason for pending claims.

2. Claim should be intimated immediately upon occurrence of loss or
damage as per policy.

3. Priority is high when impact of risk or claim is not critical.

4. Those claims which involve the interruption in operations because of
loss/damage/repair of goods are given priority.
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5. Some claims are there which become urgent like medical claims.

D. Match the Columns

Column A Column B
1 Policy lapse A Insurance company is not accountable
2 | Policy clause B Damaged gas cylinder
3 External factors Clum edical claims ,-,b’
i )
4 | Risk D Photographs O
‘A~
5 | Urgency E Policy has lost its existence o,q,%}pers
Missing documentary F \d
6 evidence Investigation reports Q’Q'
E. Short Answer Questions «OQJ
1. What are the priorities of claim? &O

2. Explain the factors which affect the prioriti szf’the claim.

3. State the reasons of pending claims. @é
F. Long Answer Questions ‘\,

1. Describe the way to include pendié(bc’laims in the schedule.

2. Despite well coordination theyé&s pendency in some claim forms. Justify.
G. Check Your Performance

1. Prepare poster on the ors affecting the priorities of claim. Display the
posters in the class\'lo’

2. Draw Risk As&@ent Matrix.
00g
A 7

4@\)
X9
&
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MODULE 3 PREPARING CLAIMS

Module Overview

The process of preparing claims entails compiling and presenting
documentation to seek compensation or reimbursement for damages, los

or expenses covered under an insurance policy or warranty €his
documentation wusually consists of evidence like invoices, .r%&\l,pts,
photographs and reports, which support the claim. NO\'

Effective processing of claims is essential for upholding custo atisfaction,
maintaining vendor connections, and facilitating seamless warehouse
operations. It aids in reducing disruptions and financial’{¢tbacks caused by
inventory discrepancies or shipping mistakes. IgpQinstances involving
equipment malfunction, product defects or quality igsues, testing equipment
assumes a pivotal role in claim preparation. The@@ctive of examining claims
is to identify any disparities, inaccuracies, iMicongruities, that might be
present within the claim. This careful e Q‘ation aids in evaluating the
validity of the claim and whether it alig&rith the necessary standards or
requirements. 6'(,

Inspection typically entails a metQéghical examination and assessment of the
evidence provided to gauge its t worthiness and credibility. Pending claims
may linger unresolved for numerous reasons, including delays in information
gathering, complexities in ‘c}aifn assessment, or a large influx of claims being
handled by the insurance company. Effective communication and
collaboration between policyholders and insurers are vital to swiftly and
equitably resolve these pending claims. Proactive management of the issues
allows organi@%ﬁs to strengthen the dependability and efficiency of

equipment @p ctions.

This maée focuses on preparing claims which contains four sessions. The

first @'on covers the concept of claims processing and data collection. The

S éa session deals with the necessary equipment required for preparing
e%ﬂs The third session focuses on pending claims and adjustment

corrections of testing equipment. And, the fourth session imparts knowledge

about the pre-inspection testing of equipment.

Learning Outcomes

After completing this module, you will be able to:
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To learn how to efficiently process claims and collect relevant data, ensuring

accuracy and completeness in claim documentation and reporting.

e To develop the ability to conduct thorough inspections of claimed items,
identifying any discrepancies or issues that may affect the validity of the claim.

e To acquire the skills to manage pending claims and make necessary
adjustment corrections, ensuring that all claims are processed accurately and
in a timely manner.

e To learn the procedures for pre-inspection and testing of equipment to verify

functionality and compliance with claim requirements before finalizing

claim process. ,\0
° %’
Module Structure NY
0
Session 1: Claims Processing and Data Collection Q
(@,

Session 2: Inspection in Claims ’\O

o

O

Session 3: Pending Claims and Adjustment Corrections \’&‘

P

Session 4: Pre-Inspection and Testing of Equipment‘%

A\

Session 1: Claims Processing and Data Collection

The goods in a warehouse undergo vaé%rus handling, movement and storage
procedures. In the process, dama d/or discrepancies may occur.

‘Claim’ pertains to the procedureé§*and paperwork involved in addressing and
rectifying issues concerningdamaged, misplaced, shortage or inaccurate
items, quality issues or in ect shipments within the inventory (Fig.3.1).

Damage

Quality

issues

Incorrect
shipment

Fig. 3.1: Reasons for Claims in a Warehouse
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CLAIMS PROCESSING: Claims processing entails a workflow comprising
multiple checkpoints that each claim must successfully pass before receiving

Once a claim navigates through these checkpoints without encountering
issues/objections, the insurance company grants approval and proceengith

processing any applicable insurance payments. \}.
It is carried out in steps (Fig. 3.2
ps (Fig. 3.2) 00'
. The form is submitted with issues regading shipment or
Form submission . . .
inventory by customer, supplier or internal department.
/, . »
Documents like shipment record, photograph of damaged
Documentation item contracts/agremets, invoices etc are attached with
5 the form to validate the form to validate the claim.
Designated staff review the claim and assess the
Revaluation validity and recumbent suitable action based on the
document submitted
/- . . . "
Action like replacing damaged goods, refunds/ credit,
Resolution investigating missing items are initiated based on the
% nature of the claim.
. It involves clear and timely communication to keep
Communication C .
parties informed about then status of claims.
_ It involves filling/record keeping of claims for auditing
g Record Kipping
and further references.

Fig. 3.2: Steps in Claims Processing
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CLAIM PROCESSING CHECKLIST
A claim processing checklist is a well-defined document or series of steps

made for resolution of claims. This checklist functions as a systematic
reference for warehouse personnel to adhere to while dealing with claims
resolution.

It is made in order to; “Qe
a) Keep a track of all the steps in claims processing. ~<')\>'6
b) Check the items from the list. QO'
c) Remind tasks at the right time. <
d) Delegate work.
e) Monitor progress. X,

Components which are included in a warehouse%%im processing checklist
are (Fig. 3.3) ©
CLAIMS DATA . (b\/

N

Claims data involves the; &QJ
e Collection or Gathering, §(b"

e Retention and;

e Structuring of detai]egncerning insurance claims.
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Were House Name .
District :
Date:
S.No. | Particular Details Yes/No
1. Claim Receipt Source of claim
Date and time ejbr
Documents submitted ;\'
(photograph, invoices etc.)
2. Initial Assessment Inspection of items
Document the condition
Criteria check for claims
(warranty etc.)
3. Inspection Report Submission of the report to
the authority
4. Status of Claim Communication to the
stakeholders
5. Resolution plan Replacement
Repair
Reimbursement
Credit Issuance
6. Responsibility Delegated the execution of
resolution.

X~
Fig. 3.3: @ponents of a Claims Processing Check List

This dataset holds &‘eworthy importance for insurance firms as it enables
them to scrutinj ends, recognise patterns and render judgments
concerning risﬁésessment, pricing strategies and the detection of
fraudulen ivities.

This /éset holds noteworthy importance for insurance firms as it enables

the scrutinise trends, recognise patterns and render judgments

@erning risk assessment, pricing strategies and the detection of
udulent activities.

Essential data required for claims include;
1. Comprehensive inventory records maintained within the warehouse
like;
a) Detailed descriptions of stored items,

b) Their quantities and values,
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c) Any relevant serial numbers or unique identifiers.

This data aids in assessing the magnitude of the loss and determining
the value of damaged or lost items (Fig. 3.4).

2. Date and time of incident.

3. A clear description of the reason behind the damage or loss, including
instances like fire, theft, water damage, natural disasters, or other
relevant incidents. b’

4. Specific location in the warehouse. <
0

5. Data on details regarding the scope and the severity of the daArh‘age.
Additionally, visual documentation such as photographs or videos can
aid in effectively documenting the situation. QV

&

6. Data on safety measures and compliance records. O

7. Data on details concerning the security protocols implemented within
the warehouse, including surveillance cameras, access controls,
alarms, and security personnel. Such infqgrggtion assists in assessing
whether any security breaches may hax@layed a role in the incident.

8. Documentation of routine maintenarﬁ\g and inspections performed on
both the warehouse facility and it}iﬁ%ipment.

Claims data management comprise?ésg(ﬁ‘ig. 3.4):

~

Storage of data ol n(;s{;fgon o Analysis of data

<>*(§V

@ Fig. 3.4: Details of Claims Data
In su , the claims data stored in a warehouse stands as a valuable
res for insurance companies, empowering them to proficiently mitigate

?a%; nhance operational efficiency, and provide value to policyholders and
keholders alike.

Activity 1: Prepare a chart showing the claims processing check list.

Material Required: Notebook, Paper, Pen, Pencil, and colours.

Procedure:
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1. Divide the class in 4 groups.

2. Discuss the importance of claims processing checklist in the class.
3. Ask the group to prepare a chart showing claims processing checklist.
a) Supporting documents attached required for inspection

» Bill of lading

» Delivery receipt bv
» Proof of value of damaged/lost goods <
» Proof of weight of lost/damaged goods \>§Q
» Loss damage inspection report 69
b) Validity of claim Q
c) Potential fraudulent activity "O@
d) Other services required \,O
e) Communicated with claimants %O
f) Communicated with Insurers @

g) Liaison with external experts lilfe&wers

h) Loss investigating agencies n@ﬁkd

i) Recovery of money requi e&om party responsible for loss
j) Analysed the claim m with the policy

k) Repairs needed 5

1) Contacted Re%\vAgency

m) Claim is a%er industry and company guidelines

n) Clair@é@ per quality standards

0) A@dnd of inspection is required
rvey report submitted
&’hotograph of damage submitted
ch) r) All the freight and duties paid
Present chart in the class.

Discuss the learning within the group.

Submit that chart to your teacher.

N o o bk

Teacher should conclude the activity by mentioning the learnings from
the activity.
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Activity 2: Perform Role Play on Essential data required for claims

Material Required: Pen, Pencil, Notebook
Procedure
1. Divide the class in 4 groups.
2. Discuss the concept of data required for claims.

3. Assign roles within each group, such as warehouse claims coordinator,
warehouse in-charge, security in-charge, etc.

4. Provide a situation in which a claim is made on account of losse§

S. Instruct the groups to perform the scenario, assigning spegi sks to
each role on; 0,
a) Claims processing, @Q
b) Check list, O“O
c) Claims data X
) X

6. After the scenario, have a debriefing disq%@m where students share
their experiences and observations.

7. Ask each group to explain the data I%QJired for claims.
8. Discuss learnings in the class. G&N
9. Student should submit scrigwﬁ’their teacher.

Activity 3: Field visit to underst
prepare report.

Material required: Notep&e/@(, Paper, Pen and Pencil.
Procedure:

1. Visit the wal;z%%use.

2. Meet th@kehouse in-charge and claims coordinator and greet them.

claims processing and data collection and

3. Ta ur of the warehouse and enquire from the manager about the;
C}Frequency of claims in a month/year.
Q) Basic reasons of claim in the warehouse.
Q e The process of claims processing. Ask them questions on;
a) Claim form submission.
b) Documentation.
c) Evaluation.

d) Resolution.
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e) Communication.

f) Record keeping.
. Prepare notes on the practices they follow while preparing for claims.
. Ask them for claims processing checklist.
. Ask them questions on the essential data required for claims.

4
S

6

7. Closely watch the formats they use.

8. Show your notes to the executive and confirm that they are correct.&
9

. Prepare a report and discuss with classmates and show it to tl'&e,\f'éacher.

10. Discuss your report in the class. &Q

Check Your Progress

A. Fill in the Blanks &O

1. pertains to the prtédures and paperwork
involved in addressing and rectifying issu

2. entails a workflo @‘mrising multiple checkpoints.

3. A is a well-defined ‘Q@‘Ument or series of steps made for
resolution of claims. <

4. contains @@:turing of details concerning insurance
claims.

5. Review of the claim %ﬁassess the validity and recommend suitable

action is called
B. Multiple Choic Qt‘lgstions

1. Reasons fO&@ﬁlm include;

issues
b) @aoed items
6} amaged items

Q)G*)d) All of the above

Q 2. Resolution in the claims processing include;

a) Action
b) Communication
c) Record-keeping

d) Evaluation
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3. Claims processing checklist;

a) Keep a track of all the steps in claims processing.
b) Check the items from the list.
c) Monitor progress.

d) All of the above

4. Claims data include; b'
a) Date and time of incident NQ,QJ
b) Detailed descriptions of stored items \>6

c) Specific location in the warehouse

A
d) All of the above Q

S. Initial assessment includes; "O@
a) Source of claim \,O
b) Inspection of items %O
c) Replacement @
d) Delegation of the plan \

O
C. State Whether the Following Sta \énts are True or False
1. Essential data required fo ésfms include a clear description of the

reason behind the damag 0ss.
2. Documentation of rou maintenance and inspections performed is not
important.
p O

3. Claim receipt gria‘l%nclude photographs invoices, etc.
4. Approval of ebat m doesn’t depend on the check points or objections.

S. The goo@m a warehouse undergo various handling, movement and
stor, rocedures.

D. Ma ‘1\, e Columns
. )

S@ Column A S.No Column B
‘ Communication | A Filing of claims for auditing and further
reference
2 Record keeping | B Replacing damaged goods, credit or refunds
3 Resolution C Review the claim and assess the validity
4 Evaluation D Shipment record/contract
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5 Documentation | E Status of claims

E. Short Answer Questions

1. What is claim?
What do you understand by claims processing?
What is claims processing checklist?

What do you understand by claims data? b’

a & N

What are the reasons for claim? %Q’
F. Long Answer Questions @
Describe the essential data required for claims. 0’

Elaborate the components of claims processing checklgt.

w b=

Explain the steps in claims processing.
&O

4. Explain claims data management.

O
G. Check Your Performance %

1. Prepare a chart on the reasons for clalr@ Include real life examples.
2. Discuss in the class about the essr@al data required for claims.

Include the importance of; &QJ

a) Comprehensive invento cords.
b) Reasons for damag 1% loss.

c) Location in the w@&ouse.

d) Scope and se@%y of damage.

e) Safety m g§!)$1‘res and compliance.

f) Sec %rotocols
"

g) Rd¢Umentation of routine maintenance and inspections.

Session 2: Inspection in Claims

g pection in claims involves a comprehensive review of the particulars,
idence or statements presented within a claim (Fig. 3.5). This scrutiny is
geared towards confirming the precision, legitimacy and trustworthiness of the
claim.

PSS CENTRAL INSTITUTE OF VOCATIONAL EDUCATION (NCERT), BHOPAL




Warehouse Claims Coordinator- Grade XI

M

T

Fig. 3.5: Inspecti 1@1‘1 Claims at a Warehouse

It comprises of a close exa ion of diverse elements, including supporting
documents, factual dat res and other relevant information, aimed at
validating the claim en@‘mg its credibility.

>
EQUIPMENT %ES@?I‘RED FOR PRERPARING CLAIMS

For preparing claims, proper documentation and substantiation of damages,
losses or discrepancies that arise during the handling or storage of goods in a
warehouse this equipment is essential:

Equipment Image Use
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It is used to
document the
damaged goods
and/or catch the
incident.

1. | Digital Camera or
Smart Phone

O

2
Y

A\.\

hd
2. | Measuring Tape e 52 c,.ulnlalql'ql' Assists i N@\e’cisely
lx
sto

meas the
dim ns of
ged goods or
fected areas,
vaiding in evaluating
the extent of the
S T T damage.

3. | Barcode Enables effortless
Scanner/RFID tracking and
Reader recording of item

details, including
serial numbers,
batch codes or SKU
numbers.

G
<
QL
=y
4. | Weighing scale
Y

Useful for weighing
damaged goods or
items to ascertain
their precise weight
for evaluating
claims.
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5. | Label Printer

Used for producing
precise and clear
labels for accurate
identification and
tracking throughout
the claims process.

O

N

P Vi
They are used in
claims to get d

6. | Documentation
Software and

Apps a. Cen{'rahsed data

b«<1}eal time reports

© Accurate
compensation

d. Timely resolution

e. Documentation

24
INSPECTION PROCEDURE FOR CLAIMS(b'

2d
The inspection process for claims follmgé a systematic approach for evaluating
and documenting damages/losse§ @ discrepancies (Fig. 3.6). Following are
the Step-by-step inspection proc&ture for claims:

1. Documentation: It in es;
a) The claimant é@matmn
b) Date of i 1n

c) Descrip 1{@' of the damage/loss and/or any supporting document
prov‘

2. ScHe¥ule inspection: It is finalising date and time when the warehouse
ﬁapesentative and claimants can be present.

reparation: It is keeping all equipment and paperwork ready.
Q . Visual inspection: It is visual examination of affected areas.

5. Verification: It is cross verification of claim with records.
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Receipt of claim

Documentation

Inspection schedule

<
. &
preparation Y
Visual Inspection “06
&O
Verification
Claim assessment
Resolution
b 4
Fig. 3.6: Step- ﬁ%ep Inspection Procedure for Claims
6. Claim assessme is assessment of validity of claim with the

inspection repor%
7. Resolution: )%’ final result which can be;
a) Appr, 'Sl'for compensation,

b) jed, if found invalid, or

bject to further investigation.

Activities

Activity 1: Demonstrate the procedure of inspection for claims.
Material Required: Notebook, Paper, Pen, and Pencil.
Procedure:

1. Begin with a discussion on the procedure of inspection for claims.
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2. Divide the class in eight groups.

3. Ask each group to demonstrate one point (step) of the procedure of
inspection and its purpose.

a) Documentation Submission
b) Assignment of Adjuster

c) Initial Assessment

d) Investigation @b’
e) Evaluation .\%Q'
f) Claim Decision O
g) Payment QO’
h) Claim Closure &
) O

4. Support the demonstration activity with real Ij{‘Oexamples related to
each point. X,

O
S. Conclude the activity with a discussion or@e demonstrations.
6. One by one mention the learning fro @ activity.

Activity 2: Field visit to enlist the neces}i@‘ equipment required for preparing
claims and prepare report.

<
Material required: Notebook, Pa etﬁ’en and Pencil.
Procedure: &

1. Visit the warehouse a]é% with your peers.
2. Meet the wareho -charge and claims coordinator and greet them.
3. Take a round e warehouse and enquire from the manager about the;
a) Equip%@' required for preparing claims.
. &puter or Laptop
CJ/{A rinter/Scanner
% .
e

Internet Connection
e Office Supplies
e (Claim Forms
e Documentation
e Digital Storage
e Communication Tools

e Claim Processing Software

PSS CENTRAL INSTITUTE OF VOCATIONAL EDUCATION (NCERT), BHOPAL




Warehouse Claims Coordinator- Grade XI 111

b) Uses of equipment required for preparing claims.

c) Inspection procedure for claims.
d) Prepare a list of necessary equipment required for preparing claims.
e) Ask questions and queries.
4. Show your notes to the executive and confirm that they are correct.
5. Prepare a report and discuss with classmates and show it to the teach.ar;
6. Discuss your report in the class. <

Activity 3: Prepare Class Presentation and Discussion Inspection ,Q&@edure
in claims NQ

Materials Required: Pen/Pencil, Eraser, and Notebook. Q’Q'
<

O

O
2. Assign each group a topic out of the three top@&lentioned above.

Procedure:

1. Divide the class in 3 groups.

3. Allow time for students to gather informati%kgbout their assigned topic.
a) Concept of inspection in claims. @
b) Necessary equipment required f@preparing claims.
c) Inspection procedure for clq{/ﬁs.

4. Have each group present gtopics.

S. Open the floor for que%'i%ls and further discussion about the presented
documents. 0

6. Conclude the ac‘@)'%y by mentioning the learnings from the activity.
Activity 4: Preparegéquipment Matching Game

Materials Re d: Printed pictures or drawings of various equipment
required for ¢ , labels with the names of the equipment. Large poster board

or whitelﬁ )

Proce :
% ivide the class into small groups.

Q . Distribute the printed pictures or drawings of equipment required for
claims to each group.

3. Place the labels with the names of the equipment.
4. Instruct each group to match the pictures with the corresponding labels.

5. Once they have completed the matching, have them stick the labels next
to the correct equipment on the poster board or whiteboard.
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6. Review the answers as a class.

7. Discuss the use of each type of equipment.

8. Mention learning from the activity.

Sr.No. Equipment Image

0. Digital Camera or
Smart Phone f?

10. Measuring Tape

A
X ¥

11. Barcode Scanner/RFID
ReaderX,

&
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12. Weighing scale
13. Label Printer
14. Documentation
Software and Apps

A. Fill in t@ ‘
1. &x in claims involves a comprehensive review of the
iculars, evidence or statements presented within a claim.

is used for producing precise and clear labels.

Q 3. Final result is called
4.

enables effortless tracking and recording of item.

5. Visual examination of affected areas is called

B. Multiple Choice Questions

1. Documentation includes;
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a) The claimant's information

b) Date of incident
c) Description of the damage
d) All of the above

2. To document the damaged goods and/or catch the incident warehouses
use;

a) Scanner @b’
b) Label printer '\%Q
c) Camera NQ

d) None of these Q’Q’

3. For precisely measuring the dimensions of damageiédds or affected
areas warehouses use;

xO
a) Scale O\'
b) Measuring tape %
c) Scanner @

d) Plotter \&

4. Finalising date and time Wh@l the warehouse representative and
claimants can be present i Ql'ed;

a) Schedule inspection %
b) Preparation 'Q’b'
c) Verification %\'

d) Inspectiopgss'

5. Visual ination of affected areas is called,;

a) P@iration

isual inspection

Q): Verification

e

C. State Whether the Following Statements Are True or False

d) Documentation

1. Verification is the cross verification of claim with records.
2. Date of incident is at first registered in the preparation.

3. Claim assessment is the final stage in the inspection procedure.
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4. Measuring tape is used for weighing damaged goods or items to ascertain
their precise weight.

5. Bar code/RFID scanner enables effortless tracking and recording of
item.

Match the Columns

S. No Column A

Barcode scanner
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3 Documentation
software and
apps

&

4 Measurira:,gpe

N4
&
S Camera
XY
,gU'
Short Answe:@x stions
1. Wh you understand by inspection in claims?
2. equipment is necessary for preparing claims?

%Nhat do you understand by inspection procedure?

. What do you understand by documentation?
S. Define resolution in the inspection process.

F. Long Answer Questions

1. Explain the importance of inspection in claims.

2. Enlist the necessary equipment and their uses which are required for
preparing claims.
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3. Explain the inspection procedure for claims?

G. Check Your Performance

1. Prepare a chart on the usage of equipment required for preparing claims.

2. Imagine a situation of theft in a warehouse in which losses are
amounting to S crore INR and the inventory disturbed at all corners.

a) List the equipment which will be required for the inspection and
preparation of claims. b,

b) Jot down the inspection procedure followed for claims. %Qr

Session 3: Pending Claims and Adjustment Corrections

< )
Pending claims are the claims which are received but haven’t yet been
approved, denied or finalised. &O

Pending claims may linger due to factors like; XU

a) Delays in acquiring necessary information.s

b) Complexities in evaluating the claim,\©

c) Backlog of claims being handled l')el i:he insurance company.

d) Ineffective communication and galléboration between policyholders and

insurers. &(b"

PROCEDURE OF SCHEDULING FOR PENDING CLAIMS
AN

Scheduling for pending claims involves organizing and prioritizing the
processing of claims that are awaiting review, assessment, or further action
(Fig.3.7)
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Descision
making and
notification

Review

analysis

Gathering
Information

N
4

Receipt of
claim

Initial review

4
N

Pending
claim

Priority
determination

Examinar
Allocation

o (/W

Fig. 3.7: Procedure of Schedeling for Pending Claims
~

Procedure for scheduling pending claims starts with;
(9. 95

S No Steps Details
1. Receipt of claim Claim is logged into the system.
A reference number is generated
2. Initial Review Checking all the relevant documents and
information.
3. Assessment (Pending | Categorising pending claim.
status)
4. Determination of Scheduling is done which depends on;
priority Nature of claim, deadlines, any other
criteria.
5. Examiner allocation | A competent authority is assigned for the
pending claims.
6. Gather information Additional details/clarification are done.
(additional)
7. Review and analysis | Pending claim review with evidences.
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8. Decision and Approve. Deny. Further investigation of
notification claim. Finally, notification of decision is
made to claimant.

PROCEDURE OF TESTING EQUIPMENT WHILE CLEARING CLAIMS

The process of testing equipment during claim clearance in a warehouse
entails multiple steps aimed at guaranteeing accuracy, integrity, and fairness
throughout the claim’s procedure. The procedure starts with (Fig.3.8):

,@;E\re

1. Receipt of claim: Upon receiving a claim from a client or customer
initial action involves obtaining the necessary claim documentaj:i%@this
usually covers information regarding the testing equi ﬁs@n , the
damages and any accompanying evidence such as photogra\@, reports,
or invoices.

~

2. Verification: Examine the claim documents to ensure their
completeness and validity. Confirm the inclusion of the claimed
equipment and evaluate the type and magnitude of the alleged damage.

\Y
3. Documentation: Ensure comprehensive leentation of the claim,
encompassing all correspondence, pho@r phs, inspection reports and
any other pertinent evidence. »\,

4. Initial (visual) Inspection: Perforgthdhn initial (visual) examination of the
equipment to evaluate the da and ascertain its alignment with the
claim. Record the observgf®ns through photographs and written
reports.

LA

S. Detailed inspection: If required, conduct a more thorough examination
of the equipment utilising specialised testing equipment or
methodologies. This may entail assessing functionality, structural
soundness gf other pertinent parameters based on the equipment's

nature and the reported damage.
L\
6. Comparison to standards: Assess the condition of the equipment

ag '\Q)established standards or specifications to ascertain if the
@vage surpasses acceptable thresholds.

g):onsultation: If necessary, seek guidance from experts or pertinent
Q stakeholders (such as manufacturers, engineers or quality control

specialists) to evaluate the magnitude of the damage and its probable
cause.

8. Report findings: Compile a thorough report outlining the results of the
inspection, covering descriptions of the damage, likely causes, and
suggestions for resolution.
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Receipt of claim
Verification

Documentation

[ Initial ( visual )inspection ]

O

<,
\Qr
&

Consultation \’
[ | ) X

[ Report findings ]
)

[ Detailed inspection ]

Comparison to standards

Fig. 3.8: Procedure of Testing Equipment While (?fe%%ing Claims
PROCEDURE TO MAKE ADJUSTMENT CORRES N

Ensuring the precision and dependability of testing equipment during claim
processing involves making necessary adjustments to accurately evaluate
claims. The procedure for implementing these adjustment corrections is:
1. Identification of need for adj u;tment Identify any disparities or
irregularities in the testing ap%ﬁ:patus that could impact result accuracy.
This may entail detecting ration discrepancies, sensor deviations or
other technical anomaliﬁ\.

2. Documentation of i 1ssue° Document the specifics of the identified issue,
including detail e equipment implicated, the nature of the problem
encountered, @d any discernible impact on testing outcomes.

3. Verification of problem: To verify the extent and existence of problem

tests are conducted, the results of which are compared with standards.
S~ Y
4. Identification of adjustment correction: This step involves the

adjustment correction like:
Recalibration.
QG‘) b) Replacement of faulty components.
c) Software adjustments.

5. Perform adjustment: This step involves performing adjustment
conferring to guidelines and established procedures.

For maintaining and calibrating testing equipment it is necessary to;

a) Follow the instructions given by manufacturer.
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b) Internal protocols.

6. Verify correction: It is to ensure that the issues have properly
addressed after the equipment give reliable and accurate results in
compliance with the standards.

Activity 1: Demonstrate the process of scheduling for pending claims NQ,QJ
Material Required: Notebook, Paper, Pen, Pencil '\6
Procedure: “Q

1. Begin with a discussion on the process of scheduling for@nding claims.
2. Divide the class in eight groups. «O
3. Ask each group to demonstrate the one point)@the process and its

purpose. Include the significance of; XU
a) Receipt of claim. %O
b) Initial review. ,\,©

c) Assessment. '(;\(b'

d) Priority determination. \,6

e) Examiner allocation. &
f) Gathering informatg%

g) Review and an .

h) Decision rl}{?ﬂﬁ% and notification.

4. Support th&@e onstration activity with real life examples related to
each poi

S. Diﬁﬁ? the significance of scheduling.

6. 613\90 ude the activity by mentioning the learning from the activity.

A %l:y 2: Perform Role Play on procedure to make adjustment corrections
clearing claims

aterial Required: Notes, pen, paper, writing pad.
Procedure

1. Divide the class in four groups.

2. Discuss the procedure to make adjustment corrections while clearing
claims.
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3. Imagine a situation in which necessary adjustments are to be made to
accurately evaluate claims.

4. Assign role of warehouse claims coordinator to the groups.

5. Ask the groups to perform on adjustment correction in the situation
based on;

a) Need for adjustment.

b) Documentation of issue. b’
c) Verification of problem. . “Q'ej
d) Identification of adjustment correction. «Q\Q

e) Perform adjustment. Q’Q’

f) Verify correction. <

6. Ask each group to explain the experience Gf preparation and
performance in role play.

X
7. Discuss learnings in the class. %O
Activity 3: Go through Case studies on pen@ claims.

Material Required: Case studies or sqe@ios related real life situation in
pending claims ,(,\
Procedure \,6
1. Discuss with students the@n(bclept of pending claims.
2. Provide students with é%e studies involving pending claims.
3. Instruct them to a&&@’se the case studies on these points;
a) Understan t@task.
b) Initially & the case gain an outline or synopsis of the situation.
c) Undéxgfand the case.
d) & the case thoroughly again.
@xdentify and list the main problem.
GJ Analyse the problems.
Q g) Evaluate and develop solutions.
h) Make recommendations for action.
4. Identify the challenges in the procedure of pending claims.
S. Ask students to present their findings and discuss as a class.

6. Mention learnings from the activity.
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Check Your Progress

A. Fill in the Blanks

1. are the claims which are received but haven'’t yet
been approved, denied or finalized.

2. The process of testing equipment during claim clearance stars

with . b’

3. To evaluate the magnitude of the damage and its probable causexo’ej

is required. .\6
4. Precision of testing equipment during claim processing involves making
necessary . Q
5. Checking all the relevant documents and information is called
~V
. . . xO
B. Multiple Choice Questions X,
1. Logging of claim in the system is; %O
a) Receipt of claim @
b) Initial review \&
c) Assessment &@(’

d) Analysis &@'
2. Pending claims may ling%r due to factors like;
A
a) Delays in acquiriillg necessary information
X0
b) Complexities in evaluating the claim

X
c) Ineffective communication and collaboration between policyholders

and insurers.
A
d) All of the above
AV

3. The decision action of a claim can be;

Y
éj Approved

Q% b) Denied

c) Further investigation of claim is required
d) All of the above

4. Examine the claim documents to ensure their completeness and
validity is called,;

a) Verification
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b) Communication

c) Inspection
d) Consultation
5. Identification of adjustment correction includes;

a) Recalibration

b) Replacement of faulty components bv
c) Software adjustments NQ’QJ
d) All of the above \5:9

C. State Whether the Following Statements are True or Falsg\&o
~

1. Pending claims may linger due to complexities in evaluating the claim.
.
2. The process of testing equipment during claim clegrance starts with

xO
3. Detailed inspection is conducting thorough examination of the
equipment utilising specialised testing equigment or methodologies.

verification.

4. Assess the condition of the equipment @Linst established standards is
not required. " Q

S. Need for adjustment include dete&ing calibration discrepancies, sensor
deviations or other technical @ﬂormalities?

D. Match the Columns \bﬁ

S. No Column A Y |S. Column B
é& No.
1 Examiner allocation | A Additional details/clarification are
rlod done.
2 Gather information B Checking all the relevant
P Y documents and information.
3 “Determination of | C Categorising pending claim.
(| priority

4 C~ Initial review D Scheduling.
@‘/ Assessment E A competent authority is assigned
I for the pending claims.

E. Short Answer Questions

1. What are pending claims?
2. How is priority scheduled in pending claims?
3. What do you understand by verification in claims settlement?

4. What is detailed inspection?
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5. How is need for adjustment identified?

F. Long Answer Questions

1. Explain the procedure to make adjustment correction.

2. Describe the process of testing equipment during claim clearance.

3. Explain the procedure of scheduling for pending claims:

4. Explain in details the factors lingering of pending claims. b,

G. Check Your Performance <
1. Prepare a chart on the factors of lingering of Pending claims. .\%Q

2. Organise a quiz on the procedure of testing equipment \@) clearing
claims. Ask real life questions on; Q

a) Receipt of Claim <
b) Verification

c) Documentation
d) Visual inspection %O
e) Detailed inspection ,\,©

f) Comparison to standards '(,{b'

g) Consultation \,6

h) Findings &

3. Demonstrate the adj ent corrections to the testing equipment in
claims procedure. 0,

%\/

Session 4: Pre Inspection and Testing of Equipment’s

Pre-inspectj testing of equipment for claims involves conducting
comprehgi\sWe assessments and evaluations of the equipment before it
under 4&@ inspection in relation to an insurance claim. This process aims to
veri EAt the equipment is functioning correctly and to accurately assess any
d es or issues claimed.

%AIL OF VISUAL INSPECTION OF EQUIPMENT

Conducting a visual inspection trail of equipment within a warehouse entails
methodically examining the assortment of tools, machinery, and other
equipment within the facility. The aim is to verify their operational integrity,
safety and adherence to applicable regulations and standards (Fig. 3.9).
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~
Fig. 3.9: Trail of Visual Inspection of Equipment
The trial of visual inspection is carried by; o\'
1. Keep and refer the documents such spection checklists, safety

guidelines and equipment manuals a}t\ ace.
2. Identify the equipment that needs& t(ibe inspected.

3. Perform a comprehensive visg%-ekamination to identify indications of
wear and tear, loose or e@\sgnt components, leaks, rust or any other
anomalies that may impact its functionality or safety.

4. Evaluate the operat@ﬁl capacity of each equipment component
whenever feasible, ivate controls, switches and movable elements to
verify their smoo%and proper functioning.

5. Ensure th 1 safety features and mechanisms are functioning
correcth@&
6. Verify that all equipment possesses current documentation,

encompassing maintenance records, inspection logs and certification
(documents.

~Examine the cleanliness of the equipment and its nearby environment.
Eliminate any debris, dirt or obstacles that might hinder its operation.

8. Assess if the equipment complies with pertinent regulatory standards,
industry norms, and internal protocols.

CHECK THE FITNESS OF EQUIPMENT FOR PRE-INSPECTION

Checking the fitness of equipment means verifying the suitability of testing
equipment before inspection. It is a crucial step to guarantee the accuracy and
dependability of the inspection procedure (Fig. 3.10).
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Calibration Verification

Documentation Functional
testing

Maintenance
checks

Fig. 3.10: Parameters Sf@écking Fitness of Equipment

The fitness of equipment is chec¢ on following parameters;

S No Parameter Details

1. Calibration It entails comparing the measurements of
the tested equipment with those of a
recognised standard ensuring precise
measurement.

2. Verification It involves checking whether the
equipment is operating within its specified
parameters.

This may involve running predefined tests
or procedures to verify that the equipment
is functioning correctly and producing
accurate results.

PSS CENTRAL INSTITUTE OF VOCATIONAL EDUCATION (NCERT), BHOPAL




Warehouse Claims Coordinator- Grade XI 128

3. Functional Testing | ¢ Functional testing guarantees the
proper operation of all components
within the testing equipment.

e [t verifies that sensors, detectors,
displays and other vital parts perform
as anticipated.

4. Maintenance e Regular maintenance inspections are >’
checks crucial to ensure the testing equipment
maintains optimal functionality.

e This could entail tasks such as
cleaning, lubricating and replacing any
worn-out components as necessary.

S. Documentation e Keeping detailed records of all
calibration, verification, and
maintenance activities is crucial.

e This documentation provides evidence
that the testing equipment has been
properly checked and maintained,
which is often required for regulatory
compliance.

3

WORKING PROBLEM OWSPECTION OF EQUIPMENT

The examination of t%ment may encounter diverse operational issues that
could impede the 9§‘g‘en0y and precision of the inspection procedure.

It can be; '(,

a) Equi@e t malfunctions like mechanical failures, software glitches or
eleetyi®al issues which can lead to inaccurate readings.

b Gﬁccurate measurements and assessments can result from improper
GJ alibration of inspection equipment.

Q c) Environmental factors such as extreme temperatures, humidity or
exposure to dust and debris can influence the performance of inspection
equipment.

d) Lack of adequate training or expertise among personnel conducting
inspections can lead to errors.
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f) Complicated wuser interfaces, unclear instructions, or intricate
procedures can all contribute to operational challenges.

f) Complicated wuser interfaces, unclear instructions, or intricate
procedures can all contribute to operational challenges.

g) Inadequate data management systems or insufficient analytical tools
may hinder the ability to extract meaningful insights from inspection

results.
O

SOLVE ISSUES AND PROBLEMS BEFORE CLEARING OF CLAIMS <
The problems and issues before clearing of claims can be resolved b’i\%o

a) Regular maintenance and calibration of equipment. NQ

—_a

b) Ensure that testing equipment adheres to designated standards and
Y

functions dependably. <

c) Offer thorough training to personnel tasked 6th utilising testing
equipment aids in reducing operator errors. \’&'

d) Introduce measures to manage environ%gal conditions, including
humidity, temperature and cleanliness

e) Adopt more advanced technology ich can enhance performance,
reliability and efficiency. ,(,'\

g) Create user friendly interface ’&gﬁ offer precise instructions.

g) Create user friendly inter@ and offer precise instructions.
A
h) Promote collaboration among equipment users, maintenance staff, and

manufacturers which streamlines the identification and resolution of

recurring issues.".o\"
Organisations can i@t’ctively tackle issues and challenges related to testing
equipment by im %enting these solutions thereby guarantee precise results,
dependable pe@nance and compliance with quality standards.

Q)

Activities

g Livity 1: Demonstrate the trail of inspection of equipment.
aterial Required: Notebook, Paper, Pen, and Pencil.
Procedure:

1. Begin with a discussion on the trial of inspection of equipment.

2. Divide the class in eight groups.
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3. Ask each group to demonstrate the trial of inspection of equipment and
its purpose based on;

a) Documentation
b) Identification of equipment
c) Visual examination

d) Operational capacity of equipment

e) Safety features and mechanisms @b'
f) Maintenance records .\%Q'

g) Analysis of environment \Q

h) Compliance with standards and norms QO’

4. Support the demonstration activity with real life h%@xamples related
to each point. o

5. Conclude with a discussion on the demonstr%@ns.
6. Conclude the activity by mentioning the l@mg from the activity.

Activity 2: Prepare a report on a visit to x@ehouse and enquire from the
executive(s) about pre-inspection testing, o{%quipment

Material Required: Notebook, Paper, %};}Pencil, and Questionnaire.
Procedure: (D)S’

1. Visit the warehouse alongﬁh your peers.

2. Meet the warehouse i arge and claims coordinator and greet them.

3. Take a round of arehouse and enquire from the manager about the
following:
g X,

a) Workin &blems during inspection of equipment.
b) Worl@ problems of inspection of equipment.
c) @ itions of working area before work starts.

@}ollow the solutions of the issues and problems before clearing the

5~ claims.
Q‘b

e) Make a list of solutions.

f) Ask questions and queries.

Discuss with the executive(s) about pre-inspection testing of equipment.
Show your notes to the executive and confirm that they are correct.

Prepare a report and discuss with friends and show it to the teacher.

N o o bk

Discuss your report in the class.
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Activity 3: Prepare Class Presentation and Discussion

Materials Required: Pen/Pencil, Eraser, and Notebook.
Procedure:

1. Divide the class in four groups.
. Assign each group a topic out of the four topics mentioned above.

2
3. Allow time for students to gather information about their assigned topic.
4

. Have each group present their topics: %8
a) Trail of visual inspection of equipment. .\%Q
b) Checking the fitness of equipment NQ
c) working problem of inspection of equipment QQ'

d) Solution of issues and problems before clearing qudims

5. Open the floor for questions and further discussi@about the presented
documents. X,

6. Conclude the activity by mentioning the lci%gng from the activity.

©

Check Your Progress

A. Fill in the Blanks A&(b'

1. guarantees the proper operation of all components
within the testing equigment.
o

2. Regular inspections are crucial to ensure the

P

testing equipment maintains optimal functionality.

3. Q like mechanical failures, software glitches or
electrica@g'ues which can lead to inaccurate readings.

4. To s issues, create interfaces and offer precise
1 ctions.

: ecking the of equipment means verifying the
Q) suitability of testing equipment before inspection.

B” Multiple Choice Questions
1. The trial of visual inspection is carried by;
a) Identify the equipment that needs to be inspected

b) Evaluate the operational capacity of each equipment component
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c) Ensure that all safety features and mechanisms are functioning
correctly

d) All of the above

2. Comparison of the measurements of the tested equipment with those of
a recognised standard is called;

a) Calibration
b) Maintenance check b,
c) Verification “Q
d) Documentation \}'
3. Environmental factors can cause problems due to; Q’Q’

~O

b) Humidity O

a) Extreme temperatures

c) Exposure to dust and debris
d) All of the above %O
4. The problems and issues before clea 1n@f claims can be resolved by;
a) Regular maintenance and calib‘);éa‘()n of equipment.
b) Create user friendly interfa;ss/@and offer precise instructions

Pl

c) Promote collaboration among equipment users, maintenance staff,
d
and manufacturers

d) All of the above 0

5. Keeping detalled%cords of all calibration, verification, and
maintenance ivities is;

a) Doa@@ tion
b) C@r tion
C 4Igspection

Functional testing

Q%ate whether the following statements are True or False

The examination of equipment may encounter diverse operational
issues.

2. Inaccurate measurements and assessments have no relation with the
improper calibration of inspection equipment.

3. Lack of adequate training or expertise among personnel conducting
inspections can lead to errors.
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4. Before inspection it is necessary to ensure that all safety features and
mechanisms are functioning correctly.

5. Inadequate data management systems do not hinder the ability to
extract meaningful insights from inspection results.

D. Match the Columns

S. No Column A S. Column B
No O

1 Equipment malfunctions | A Humidity ;)Qf

o‘\v
2 Environmental factor B Running pred@d tests
3 Verification C Inspectlon%eckhst

&
4 Document D Assessﬁ@ant and valuations
O
5 Pre-inspection testing E I\Q‘e)éﬁanical failures
) O
E. Short Answer Questions

1. What do you understand by pre—inspec@q testing of equipment?

2. What is trail of visual inspection of@uipment?

3. Define calibration. &QJ

4. Define verification. N4

5. What do you underst by functional testing of equipment?

F. Long Answer Question§)-
1. Describe the pa@eters of checking fitness of equipment.

2. Explain the }b%%{ing problem of inspection of equipment.
3. Explain@%rocess of trial of visual inspection of equipment.
4. Ex @the solution of issues and problems before clearing of claims.

S. E%borate the importance of pre-inspection testing of equipment.

G@ck Your Performance
Q . Prepare a chart on the parameters of checking fitness of equipment.
Explain the chart in class based on;

a) Documentation
b) Calibration

c) Verification

d) Functional Testing
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e) Maintenance checks

2. List the working problems and the solution of issues before clearing of
claims.

3. Discuss the pre-inspection and testing of equipment for claims in the
class based on;

a) Trial of visual inspection.
b) Checking fitness of equipment. b:

. . . . <
c) Working problem of inspection of equipment. é{}
O

d) Solution of issues/problems before clearance of claims. O
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MODULE 4  VISUAL INSPECTION OF GOODS

Module Overview

The Visual inspection of goods is a critical step in the supply chain
management process to ensure that products are in good condition, mégt
required specifications, and are free from defects. Visual inspection of goods
involves physically examining the items to assess their condition, quality, and
conformity to specifications. In logistics, visual inspections are crucial for
identifying damages, defects, or discrepancies in goods during various stages
of transportation, storage, and handling. g

Claim inspection involves the thorough assessment of goods or items that are
subject to a claim, typically due to damages, defects, or discrepancies. This
process ensures that the claim is accurately evaluated, and appropriate
actions are taken to resolve it. N~

Recording of results in inspection checklist and ography for the evidence
in visual inspection for claim goods is a criti step that should not be
overlooked. By following best practices and Wtilising the right tools, we can
ensure that your records are accurate, w. rganised, and easily accessible
when needed. The importance of propepdfcumentation in visual inspections
for claim goods and provide tips on to effectively record the results and
photograph of goods to use it as a& idence.

Visual inspection to claim goo s crucial in determining the reasons for
damages, assessing the s%;lracy of the claim, and estimating the
reimbursement amount. W, éf onducting a visual inspection, it is important
to thoroughly examine oods to identify any visible signs of damage. This
may include assessing"Qe condition of the packaging, checking for any dents
or scratches, and n ’E'mg any discrepancies between the claimed damage and
the actual state @t e goods. By carefully documenting the damages and
comparing th the claim, it becomes possible to determine whether the
claim is valid Yand to what extent the goods have been affected. The
t amount is directly tied to the visual inspection findings, as it
e necessary evidence to support the valuation of the damages and
equent compensation for the claimant.

odule focuses on preparing claims in which the first session covers
pection of goods, the second session includes the necessary equipment
required for verification of claim, the third session focuses on recording of
results in claims, and the fourth session imparts knowledge about the
estimation of the reimbursement amount.
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Learning Outcomes

After completing this module, you will be able to:

e To learn how to accurately inspect and document the condition and specifics
of claimed goods to ensure all necessary information is captured for further
verification.

e To gain the skills to verify the authenticity and eligibility of claims by cross-
checking with policy details, supporting documents, and relevant data sourc

e To learn how to systematically record the results of claim inspectio, @nd
verifications in a manner that is organized, accurate, and easily acc¢s£1\e for
future reference. \>'

e To wunderstand the process of calculating and proc ng claim
reimbursements, ensuring compliance with policy terms and%oviding timely
and accurate compensation to claimants. m@

A4
Module Structure &O
X<

Session 1: Claim Inspection ; O

Y
Session 2: Claim Verification @
AL

Y
Session 3: Recording of Results for Claim G}E‘q&’

Session 4: Claim Reimbursement

Session 1: Claim Inspection

The inspection of goo mvolves a detailed assessment of the physical
condition and quality e goods stored or handled within the warehouse
environment. This j ction is a critical aspect of the claims process, as it
helps identify any gages, discrepancies, or issues that may have occurred
during transit orage. Warehouse claims coordinator in logistics typically

uses variou hods of visual inspection to assess the condition of goods.

These me depend on the type of goods being inspected and the specific
require ts of the warehouse or logistics operation. Following are some
Com,r_n@ ethods of visual inspection:
S-Né. | METHODS EXPLAINATION
AQ.‘/ Visual This involves physically inspecting the goods
Examination with the naked eye to identify any visible

damage, defects, or discrepancies. Warehouse
claims coordinators carefully examine the
exterior packaging, labels, and the actual
products themselves for signs of damage, such
as dents, tears, scratches, or other physical
defects.
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2. Photographic Warehouse claims coordinators may use
Documentation | cameras or smart phones to take photographs
of the goods during the inspection process.
Photographs serve as visual evidence of the
condition of the goods at the time of inspection
and can be included in documentation to
support claims or reports.

3. Video In some cases, warehouse claims coordinators
Inspection may use video recording equipment to capture Ab’

footage of the goods being inspected. Videg‘
e

inspection allows for a more detailed
comprehensive review of the condition,\';qlgt

goods and can provide onal
documentation to support Q@ms or
investigations.
4. Checklists and | Warehouse claims coordin may use
Templates standardised checklists inspection

templates to guide Visuu%pinspections and
ensure that all relevant agpects of the goods are
thoroughly assessed%@se checklists typically
include criteria suchy as packaging integrity,
product quality, @ any specific requirements
or specificatiogSyprovided by the customer or

supplier. N

S. Comparative Wareho @laims coordinators may compare
Analysis the c r;:;mon of the goods observed during
Visugéxspection with reference standards or

reyvious inspection records. This comparative

ysis helps identify any deviations from
,C}Xpected quality or condition and facilitates
decision-making regarding claims processing
X, or further investigation.
0. Instrum tion | In some cases, specialised instrumentation or
(Equj nt) equipment or measurement tools may be used
during visual inspections to assess specific
4@ characteristics of the goods, such as
N dimensions, weight, or temperature. For

A
C example, handheld scanners or measurement
Q) devices may be wused to verify product
‘QGJ dimensions or check for temperature variations

in perishable goods.

7. Training and Warehouse claims coordinators rely on their
Expertise training, expertise, and knowledge of industry
standards and regulations to conduct thorough
visual inspections effectively. Continuous
training and professional development help
ensure that claims coordinators are equipped
with the necessary skills and knowledge to
accurately assess the condition of goods and
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make informed decisions regarding claims
processing.

By employing these methods of visual inspection, warehouse claims
coordinators in logistics can effectively assess the condition of goods, identify
any issues or discrepancies, and facilitate the resolution of claims or disputes
in a timely and efficient manner.

REASONS MENTIONED IN CLAIM FORMS NQQJ
Claim forms in logistics typically include various reasons for filin .%y%claim,

depending on the specific circumstances surrounding the shipme r storage
of goods. Some common reasons mentioned in claim forms in
1. Damage in Transit - It is the common reason for filinga claim. It refers
to any damage incurred by the goods during transpbrtation, such as
mishandling, rough handling, accidents, or imp r packaging.

2. Loss or Theft - Claims may be filed for @& that are lost or stolen
during transit or while in storage. This coé
go missing from a shipment or Wareho without a clear explanation.

include cases where items

3. Shortages - Shortages occur whe e quantity of goods received or
stored is less than what was opginally documented or expected. This

could be due to miscountinS,(ﬁi-elabeling or theft.

4. Wrongful Delivery - Clail® may be filed if goods are delivered to the
wrong location or reci t, resulting in additional costs or delays in
fulfilling orders. 0,

5. Quality Issues -@alms related to quality issues involve goods that do
not meet thei¥pecified quality standards or are not in the expected
condition n receipt. This could include defects, damage, or
deterim@n that occurred before or during transit.

6. La @livery - Claims for late delivery may be filed if goods are not
ivered within the agreed-upon timeframe, leading to financial losses
missed opportunities for the recipient.

Q% Incorrect Documentation - Claims may be filed if there are
discrepancies or inaccuracies in the documentation accompanying the
shipment, such as incorrect invoices, packing lists, or shipping labels,
which result in additional costs or delays.

8. Temperature or Climate Control Issues - For goods that require
specific temperature or climate control during transit or storage, claims
may be filed if these requirements are not met, leading to spoilage,
degradation, or other quality issues.
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9. Customs or Regulatory Compliance - Claims related to customs or
regulatory compliance involves issues such as customs delays, fines, or
penalties incurred due to incorrect or incomplete documentation,
improper labelling, or failure to comply with import/export regulations.

10. Other Unforeseen Circumstances - Claims may also be filed for other
unforeseen circumstances not covered by the above categories, such as
natural disasters, political unrest, or greater force events that impact the

shipment or storage of goods. b,
These reasons are typically detailed in the claim forms to provide ear
explanation of the circumstances surrounding the claim and fa 'Ii@e the
investigation and resolution process. «Q

VISUAL INSPECTION OF QUARANTINED GOODS AS PER B@IONED IN
CLAIM FORMS

Visual inspection of quarantined goods, as mentioned in Cwn forms, refers to
the process of visually assessing goods that hayeCbeen placed under
quarantine due to suspected issues or concernsxre arding their quality,
condition, or compliance with regulatory requir nts. Quarantine may be
imposed by authorities, regulatory agencies, orﬁ‘gorganisation responsible
for handling the goods (e.g., warehouse o tor, logistics provider) as a
precautionary measure to prevent the s'\pad of infection, address safety
concerns, or ensure compliance with r% nt regulations. When conducting
visual inspections of quarantined goo% s part of the claims process, several
key steps are typically involved: (D)SJ
1. Identification and Segr on - Quarantined goods are identified and
segregated from othemiayentory to prevent potential contamination or
mixing with unaffec@oods.

2. Documentation@(riew - Relevant documentation, including shipping
manifests, pagking lists, and any accompanying paperwork, is reviewed
to understg#dt’the nature of the goods, their intended destination, and
any sp requirements or concerns that led to their quarantine.

3. Ph 1 Examination - A thorough visual examination of the
@i ntined goods is conducted to assess their condition, quality, and

% pliance with applicable standards and regulations. This may involve
inspecting packaging integrity, product appearance, labelling accuracy,
and any visible signs of damage, contamination, or tampering.

4. Sampling and Testing - In some cases, samples of the quarantined
goods may be collected for further testing and analysis to confirm or rule
out suspected issues related to quality, safety, or regulatory compliance.
This could include laboratory testing for contaminants, microbiological
analysis, or other specialised tests as necessary.
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5. Documentation and Record-Keeping - Detailed records of the visual
inspection findings, including photographs, written descriptions, and
any test results, are documented and maintained as part of the claims
process. These records serve as evidence to support the resolution of
claims and may be required for regulatory compliance or legal purposes.

6. Risk Assessment - Based on the findings of the visual inspection and
any additional testing or analysis conducted, a risk assessment is
performed to determine the appropriate course of action for
quarantined goods. This could involve releasing the goods for er
processing or disposal, depending on the nature and severit@ any
identified issues.

S

7. Resolution and Communication - The results of the vi Qinspection
and any related actions taken are communica@d to relevant
stakeholders, including the party filing the claim, ré‘@latory authorities
(if applicable), and other parties involved &@ the handling or
transportation of the goods. Depending on the &gtcome of the inspection,
further steps may be taken to resolve the and address any issues
identified with the quarantined goods. @

Overall, visual inspection of quarantined 3pods as per mentioned in claim
forms involves a systematic and thopq&gh assessment of the goods to
determine their condition, quality, a mpliance with relevant regulations,
with the goal of resolving any issue§§( concerns raised in the claims process.

W

Activity 1: A Case Stu@y on Visual Inspection of Quarantined Goods.

Arjun is warehousi
purpose is to p
so the unsold

a coordinator executive of medicine supply company. His
jde medicine to the wholesalers. The warehouse is large and
dicine is stored back. Arjun’s role is to check the medicine
with resp expiry date and humidity check. Since the medicine sometimes
are not plied to the wholesaler, they have to be stored in quarantine area.
The q@ ntine area has different compartments for these unsold medicines.

al Required: Checklist of medicines, List of Perishable and non-
Q rShable medicines, Equipment, Pen, Paper, etc.

Procedure:

1. Make a list of all medicines that are inside the warehouse with:
a) Expiry date
b) Compartment number

c) Report column
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Differentiate the medicine according to the columns in form report.

Check the humidity inside the room.
Check for temperature of the room.

Draw a table showing perishable and non-perishable medicines.

o R W N

Show quarantine goods in a table.
7. Submit the following table to the teacher.

Activity 2: Draw a chart showing various methods of inspection of goo%@b’
=)

Materials Required: Pen, Paper, Scale, etc. \>
Procedure: O
1. Visit a warehouse nearby your school. QO'
2. Take permission of in-charge of that warehouse. .\OQJ

3. Write down what methods they use for inspectio,QO

a) visual inspection, O&
b) mechanical inspection, @ %
c) chemical inspection. »\,

4. Note down the items inspected wi ] quipment in claim form.
5. Make a table listing all items %lsr%e warehouse and collect pictures.

6. Check for goods that are i cted visually and goods that are inspected
with equipment. %

7. Mention items on g@t to be inspected with specific equipment.
8. Prepare a clain)l& @‘n of goods that are damaged.
9. Discuss wit e fellow students and confirm with coordinator.

10. Prepare@ art and submit to the teacher

Activity 3; ¥repare a report on visiting a Warehouse for studying the reasons
that w entioned in past claim forms.
Ma Required: Pen, Paper, Pencil, Paper Pad, etc.

edure:

1. Visit a nearby warehouse, and do the following:

a) Ask in-charge or warehouse coordinator of warehouse about the old
claims form.

b) Take the sample of claim form.

2. Collect the reasons given in the claim form.
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Note down the reasons.

Ask the coordinator to explain about the reasons mentioned in the form.
Prepare an analytical report.

Discuss those reasons in class.

N o o ko

Prepare Reason with unique reasons and submit it to teacher

Check Your Progress

A. Fill in the Blanks «&

1. involves physically inspe \?the goods
with the naked eye to identify any visible dan’@ge, defects, or
discrepancies. ~O

2. allows for a more detaﬁe% and comprehensive
review of the condition of the goods \6an provide additional
documentation to support claims or inves

tions.

3. Claims may be filed for goods that ar& during transit or
while in storage. -~

4. occur when uantity of goods received or stored is
less than what was originalfy@ecumented or expected.

5. For goods that require during transit
or storage, claims mayj Sflled if these requirements are not met, leading

to spoilage, degrad,@n, or other quality issues.
B. Multiple Choice %l%tions

1. Warehouse @glms coordinators may use cameras or smart phones to
take p aphs of the goods during the inspection process.

a) P@Jgraphic documentation

Womparative analysis
%G c) Check list & templates
-

2. Claims coordinators may use standardised to guide visual

inspections and ensure that all relevant aspects of the goods are
thoroughly assessed.

d) None of the above

a) Comparative analysis

b) Checklists or inspection templates
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c) Separated sign

d) None of the above

3. Claims for delivery may be filed if goods are not delivered
within the agreed-upon timeframe, leading to financial losses or missed
opportunities for the recipient.

a) Late delivery

b) Incorrect documentation b,
c) Both the above “Q'QJ
d) None of the above ~<')\>'6

4. Some common methods of visual inspection: Q’Q’
a) Photographic documentation "O@

b) Check list and templates
c) Instrumentation

d) All of the above %O

5. Reasons mentioned in claim forms i cl@e:

a) Damage in transit )
b) Loss and theft
c) Wrongful delivery
d) All of the above
U J
C. State Whether the Fg%/@wing Statements Are True or False

1. Quarantined oo@ are identified and segregated from other inventory to
prevent pote%l contamination or mixing with unaffected goods.

2. sample he quarantined goods may be collected for further testing
and ly’sis to confirm or rule out suspected issues.

3. s related to customs or regulatory compliance involves issues such
s) customs delays, fines, or penalties incurred due to incorrect
cJ:locumentation.

Q 4. Claims related to quality issues involve goods that do not meet the
specified quality standards are in the expected condition upon receipt.

5. This comparative analysis helps identify any deviations from expected
quality or condition and facilitates decision-making regarding claims
processing or further investigation.

D. Match the Columns
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Column A Column B

1 Video Examination A Training and Expertise

us)

Damage in Transit Physical Examination

Visual inspection of |C Quality issue
quarantined goods

4 Claim documentation | D Reason for Claim
for A
5 Warehouse claims | E Method of visual inspection @U
coordinator rely on “Q
E. Short Answer Questions \}'
1. Explain visual examination by suitable example. Q’Q'
2. What is photographic documentation?
3. Explain temperature or climate control issues for 8?1 form.
4. Explain documentation review process.
5. What is damage in transit? %O

F. Long Answer Question

1. Write down various steps require @1116 conducting visual inspections
of quarantined goods as part of @ claims process.

2. Explain various reasons r@@ned in claim forms.
3. What are the various % ds of visual inspection?
G. Check Your Performa b’

1. Prepare a chart @\Various method of inspection, collect pictures and

paste in noteb{gk.

2. Demonst, Q“Ehe claim form with various quarantined goods, check
goods t are for visual inspection.

Q

Session 2: Claim Verification

‘\79riﬁcation of a claim involves thoroughly examining the goods in question to
assess their condition and verify the validity of the claim. This process is
crucial in logistics to ensure accuracy and fairness in resolving claims related
to damaged, lost, or mishandled goods. Such verification helps maintain trust
and integrity in the logistics operations and ensures customer satisfaction.

VISUAL INSPECTION WITH EQUIPMENT TO VERIFY THE CLAIMS
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Visual inspection with equipment involves using specialized tools or devices to
enhance the accuracy and efficiency of verifying claims regarding the condition
of goods in logistics. These tools can help warehouse claims coordinators
detect damages, assess quality, and gather objective data to support their
findings. Here are some examples of equipment commonly used for visual
inspection in logistics:

S. | Equipment Explanation Images
No ;b’
1. | Seal Integrity Seal  integrity |

Testers testers are used
to verify the
integrity of seals
on packaging,

containers, or
shipping

containers. This
helps detect
tampering or 4&
breaches f

seals that Soay
compro@@‘ the
safety4or” quality
of t oods.

v

A

~

2. | Thermal Imagingcb‘ ermal imaging

Cameras % cameras detect |

,{D’ temperature

Q variations,

@ allowing
,\4 warehouse
_O claims

%CO coordinators to
‘Q identify hotspots
or anomalies
that may
indicate issues
such as

overheating,
spoilage, or
leakage in
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temperature-
sensitive goods.

3. | Moisture Meters

Moisture meters
are used to
measure the
moisture
content of goods,
particularly in
perishable items
or products
sensitive to
moisture
damage. This
helps detect
moisture-related
issues such as
mold, decay, or
water damage.

4. | UV Lights

Y

uv
reveal
stains, spi

contamj s

that %a not be
vis'@ under

L bi’nal lighting
Cgonditions. They
are particularly

lights

or

useful for
identifying
biological or
chemical

contaminants in
food products,
pharmaceuticals
, or hazardous
materials.

hidcar}\‘z
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5. | Magnifying Handheld
Devices magnifying
glasses or
magnifying

lamps are used | .
to inspect small | A
or detailed =g
components of
products, such
as labels,
packaging seals,
or fine print.
This helps
identify illegible
or tampered
markings that
may indicate
tampering or
counterfeit
goods.

-~
6. | Colorimeters/ Colorimeters&ed\f

Spectrophotome spectrowne
ters asure

ters
col accuracy

a¥ consistency
G products,
g{s, ensuring  they
Q- | meet specified
& colour

standards or

requirements.
_Q\ This is
CQ particularly

Q% important for

industries such
as textiles,
cosmetics, or
printing where
colour matching
is critical.

»
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7. | Weighing Scales | Weighing scales
are used to
accurately

measure the
weight of goods,
helping verify
the quantity of

products
received or
shipped. This is
important for
detecting

discrepancies in
quantity claims,

such as
shortages or X,
overages. : @)

By utilising these specialised tools and @u\{pment, warehouse claims
coordinators can enhance the accuracy, \ﬁﬁciency, and reliability of visual
inspections to verify claims regarding t .'éy ondition, quality, and compliance
of goods in logistics. These tools hei@gather objective data and evidence to
support their findings, leading Drore effective claim resolution and risk
management in the supply chainy

ACCURACY CHECK AND R&R TO QUALITY ASSURANCE TEAM

If these testing suppligs’Show the absence of precision of products, they are
quickly isolated for agditional examination. The case structure is subsequently
confirmed with t ssistance of reviewing team. This guarantee structure
presently shov?"se checked for exactness of goods.

1. Che the accuracy - To check the accuracy of products in a
digsibution center it is essential to be aware and examine guarantee
tydictures. When the case structure is prepared it is being outwardly

% nvestigated and the products are truly confirmed for harmed
Q merchandise to be isolated. The check accuracy structure prompts
exactness in assessing merchandise. In the event that the harmed
merchandise are confirmed for their harms, they ought to be
remembered for guarantee frames, the harms should be checked with
gear resembles in the event that a holder was not fixed as expected and

on the off chance that some spillage happens, it ought to be referenced

in the case structure. This implies guarantee structure is checked for its
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exactness and further referred to quality assurance team (Fig.4.1).

4 ) 4 )
Check the Quality
accuracy Assurance
Team
\_ J \_ J

O

Fig. 4.1: Showing relationship check the Accuracy and Q.A.T. \QQJ

2. Quality Assurance Team (Q.A.T.) - recognises errors or de;egées in
products and evades issues while dispatching merch ise in a
warehouse. The quality confirmation group in the w f checking
merchandise in a warehouse will check the case strygtures connected
with damages of goods. Generally, team will checkK@r claim forms on
the basis of sampling of good from each %Qainer, recording of
packages, visual examining, marking and labeling. Thus, the claim form
is verified through visual inspection takin@u:)f above equipment and
quality is assured. @

USEFULNESS OF VISUAL INSPECTION l;?UPMENT
Visual inspection equipment is highlyq‘f}ful in various industries, including

logistics, due to its ability to enha e accuracy, efficiency, and reliability
of inspections. Following are so benefits /usefulness of visual inspection
equipment: -

1. Improved Accuracyo@éual inspection equipment provides precise and
objective measuﬁs\ents, reducing the likelihood of human error in
assessing th RO ition, quality, or compliance of goods. This leads to
more accur inspection results and helps ensure consistency in
quality ol processes.

2. En ed Efficiency: Visual inspection equipment enables faster and

efficient inspections compared to manual methods. Automated

@ s such as barcode scanners, RFID readers, and thermal imaging

% ameras streamline the inspection process, allowing for quicker
Q identification of issues or discrepancies.

3. Detection of Hidden Defects: Certain visual inspection equipment,
such as UV lights, magnifying devices, and microscopes, can detect
hidden defects or contaminants that may not be visible to the naked eye.
This helps identify potential quality issues or safety hazards that could
otherwise go unnoticed.
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4. Data-driven Decision Making: Visual inspection equipment provides
objective data and measurements, enabling informed decision-making
based on quantitative information rather than subjective assessments.
This supports evidence-based approaches to quality control, risk
management, and claim verification.

5. Compliance Verification: Equipment such as colorimeters, seal
integrity testers, and particle counters help verify compliance with
regulatory  standards, industry specifications, or custo
requirements. This ensures that goods meet the necessary ty,
safety, and performance criteria before being shipped or deliver&ﬂi)

6. Risk Mitigation: By identifying defects, damages, or discre %@cies early
in the inspection process, visual inspection equipmen%&f)s mitigate
risks associated with product quality, safety, and €9 pliance. This
reduces the likelihood of costly recalls, rejections,wclaims related to
defective or non-compliant goods. &O

Streamlined Documentation and Reporting: Vi W inspection equipment
often integrates with digital systems for d entation and reporting,
facilitating real-time data capture, storage, ar@analysis. This streamlines the
documentation process, reduces paperwqo¥, and enables easier access to
inspection records for auditing or dispu%@s‘olution purposes.

x<

Activity 1: Prepare a ch d a table on visual inspection via equipment of
various damaged goode“o\"

Materials Requiretfi%afety gears, pen, pencil, paper, chart of equipment that
are available at tlg%arehouse, etc.

Procedure:
1. Djwi g{he class into some groups.
Gd to the nearest warehouse.
Q% Take permission of warehouse coordinator.
4. Ask for equipment types:
a) Seal integrity tester
b) Humidity tester
c) Thermal imaging

d) UV rays
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e) Moisture meter, etc.

5. Prepare a chart and table of various equipment available at the
warehouse and their procedure to operate.

6. Discuss with other students.
7. Submit it to the teacher.

Activity 2: Prepare a claim form and test the equipment of the good in
Warehouse.
,

Material Required: Pen, Paper, Pre-examined claim form, safety gearsg@c.
Procedure: «&

1. Prepare a pre-examined claim form or take a sa@@' from the
warehouse.
&

2. Ask teacher for examination while checking f(ﬁthe accuracy of
equipment. X
3. Now check for errors in the equipment use @)"&' checking goods.
a) Weighing Scale o Working Properly @
b) Measuring Tape o Accurate Measuxement
c) Calipers o Functioning Corre%rﬁzN
d) Thermometer o Reading Tcﬁperature
e) Barcode Scanner o Scaﬁfng Successfully
f) Inspection Lights D@\I minating Adequately
g) Moisture Met ?I‘oviding Accurate Readings
4. Ask teacher t%@rify.

5. Prepare @ﬁ er report.
6. Submit.tHe form to the teacher.

Activit repare a report on how Quality Assurance Team (QAT) works.

Ma Required: Pen, Paper, Pencil, etc.
%edure:

1. Divide the class into two groups.

2. Let one group to be a member of Quality Assurance Team and other as
warehouse executive.

3. Let one team to do accuracy check, as per activity-2

a) Prepare report
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b) Forward report to teacher

c) Find the errors and refer it to QAT
4. The QAT group on reference from accuracy check team,
a) try to remove errors

b) improve the accuracy

c) Solve the problem with equipment if any bv
5. Prepare an in-depth report. NQ’QJ
6. Submit it to teacher. \>6

Check Your Progress

A. Fill in the Blanks &O

1. Visual inspection with equipment is essentiaglNin logistics to verify the
condition and validity of

2. Seal integrity testers are used to Ver@ the of seals on
packaging or containers. (b'

3. Moisture meters are helpful ej& detecting issues in
perishable items. (b"

4. UV lights can reveal hidd@ that may not be visible under

normal lighting condit}

5. The Quality Assur@ Team (Q.A.T.) plays a crucial role in identifying
errors or damage€in products to ensure while dispatching

goods in a Wa%éhouse.

B. Multiple .(Q’ Questions

1. Equiginent that are used in visual inspection are

al Integrity Tester
Chb) "Thermal Imaging Cameras

Q% c) Both (a) and (b)
d) None of the above

2. This helps identify illegible or tampered markings that may indicate
tampering or counterfeit goods:

a) Magnifying devices

b) Heat seekers
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c) BP device

d) None of the above
3. In accuracy check:
d) Equipment are checked for accuracy
e) Equipment are not checked
f) Goods are verified bv
g) None of the above <
4. Quality Assurance Team '\
a) Error in Equipment are verify and repair by the QAT 0'
b) QAT look for the errors in the claim form Q
c) Both (a) & (b) “06
d) None of the Above &K,O

5. Automated tools such as 4 Q streamline the
inspection process, allowing for quic@r identification of issues or
discrepancies: \

a) Barcode scanners \(b’
b) RFID readers &QJ
c) Thermal imaging came@:b/
d) All of the Above ﬂ
C. State Whether the wing Statements Are True and False

1. Visual inspe ti@ equipment provides incorrect measurements,
increasing t kelihood of human error in assessing the condition,
pliance of goods.

quality, @
2. Equi@e t such as colorimeters, seal integrity testers, and particle
coqutefs help verify compliance with regulatory standards, industry
ifications, or customer requirements.

@Fo check the accuracy of products in a distribution center it is essential
Q to be aware and examine guarantee structures.

4. Weighing scales are used to accurately measure the height of goods,
helping verify the quality of products received or shipped.

5. Verification of a claim involves thoroughly examining the goods in
question to assess their condition and verify the validity of the claim.

D. Match the Columns
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Column A Column B
1 Inspection check-list A Seal integrity device
2 Quality assurance Team B Inspection equipment
Check the accuracy of C Accuracy of goods
4 Visual inspection for D Goods in warehouse
Weight measuring equipment | E Error rectification in equi}i@'e nt
E. Short Answer Questions NQ,KJ
.\6

Why quality assurance team is required in a warehouse? O

What are weight measuring equipment of visual inspectth@’

@ b=

What is accuracy check? <
4. Write usefulness of visual inspection of equipmenb
F. Long Answer Type Question \,&

1. Explain various types of visual inspection @%lpment.
2. What are visual inspection with equipn’@t to verify the claims?
3. Explain seal integrity equipment req@§red for visual inspection.

G. Check Your Performance &QJ
1. Check the accuracy of tes@uipment used in visual inspection.
2. Write down the visual ir&p ction equipment that you have seen.

3. Write down the equi 1it that are used at your school, home, etc.
=X

Session 3: Recording of Results for Claim Goods

On the completion of visual inspection, it is necessary to isolate damaged
goods in a warehouse and further inspection for quality check-up in claim
forms. It not only helps in examining the validation of the claim forms but also
increases the company’s expertise. The result of a visual inspection for claimed
goods can vary depending on various factors, including the nature of the claim,
the condition of the goods, and the findings during the inspection. Following
are some possible outcomes (Fig.4.2):
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Counter
Resolution Claim Additional
Process 4 Investigation
/ <
Results
v
PartlaI.Valld Valid Claim
Claim . .
Invalid Claim
. . . — .
Fig. 4.2: Showing various outcomes//g{ Visual Inspection

1. Valid Claim - If the visual inspection confirms the damages or issues
reported in the claim documentation, the claim is considered valid. The
logistics provider may procee_glli with compensating the claimant,
replacing the damaged goods, or taking other corrective actions as per
the terms of the agreement\gr contract.

2. Invalid Claim - If the y‘isi‘lal inspection does not reveal any damages or
issues consistent with the claim documentation, the claim may be
deemed invalid. The logistics provider may deny the claim, and the

claimant may not be entitled to compensation or replacement of goods.
g

3. Partial Validation - Sometimes, the visual inspection may confirm only

a portion of the claimed damages or defects. The logistics provider may

offer partial compensation or take partial corrective actions to address

the confirmed issues.
N
h@dditional Investigation required - If the visual inspection provides

~inconclusive evidence, further investigation or analysis may be needed.
The resolution may be delayed while additional information is gathered
to make a more informed decision regarding the claim.

5. Counterclaim - In rare cases, the visual inspection may reveal evidence
suggesting that the damages were caused by factors beyond the logistics
provider's control or due to negligence on the part of the claimant. The
logistics provider may initiate a counterclaim seeking compensation for
damages or disputing the validity of the initial claim.
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6. Resolution Process - The logistics provider communicates the findings
of the visual inspection to the claimant and other relevant stakeholders.
Depending on the results, the parties may engage in negotiations to
reach a mutually agreeable resolution. This could involve compensation,
replacement of goods, or other corrective actions.

RECORDING THE RESULTS IN INSPECTION CHECKLIST

Recording the results of inspection helps in verifying the checklist. It will help
in inspecting the goods in the claim form and problem can be sort out. Below
is a template for recording the results of a visual inspection for claimed goods
in an inspection checklist (Fig. 4.3): 7

=)
Instructions: «&

1. Fill in the relevant details in each section based on the@ngs of the
visual inspection.

&
2. Provide detailed and objective descriptions of the irs;)gction findings and
supporting evidence. o

X
3. Ensure that the checklist is signed by the@)ector and any witnesses
present during the inspection.

4. Record the date of completion for refoggnce.

By using this checklist template, you C@@}’fstematically record the results of
the visual inspection for claimed, €o0ods and ensure that all relevant
information is captured accurat%@v further analysis and resolution.

A
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Inspection Report and Check list

Received Date Shift
from

Check carrier

Address Parcel Shipper’s
service truck/
Parcel post Air b,
express/ I
Shipped frem Truck Express
mail/
Rail Other

Check where inspected

On dock On dock In quality control

Quality received Quality received Quality received

Inspection action

ltem Description Approved Rejected Reason Disposition
Inspected by Approved by
¢
Q Signature, Signature,
Seal Seal
Date: Date:

Fig. 4.3: Showing general table of Inspection Report, Checklist & Instruction.
PHOTOGRAPHY FOR THE EVIDENCE

Subsequent to filling of the inspection check-list, it is important to have
confirmations, which are typically finished by photos. Taking photos for proof
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and directing meetings help in recording of results during stockroom review.
When conducting a visual inspection for claimed goods, capturing clear and
detailed photographs is crucial for providing visual evidence to support the
findings (Fig. 4.4).

-

B Ol

Fig. 4.4: Showing person collectinéﬁotograph for Evidence of goods.

Following are some guidelines on @3’ to approach photography for evidential
purposes during the inspection:

1. Before-and-After Sh Take overall photographs of the goods before
and after the inspec to show their initial condition and any changes
observed.

2. Close-ups oﬁ@amages - Capture close-up shots of any damages,
defects, ordé&crepancies identified during the inspection. Ensure the
photos @rly depict the nature and extent of the issues.

3. La ﬁ&nd Packaging - Document labels, barcodes, and any identifying
i ‘qumation on the packaging. This helps establish the identity of the
ods and their condition at the time of inspection.

Q% Batch/Lot Numbers - If applicable, photograph batch or lot numbers
on the goods or packaging. This information is crucial for traceability
and verification.

5. Serial Numbers or Codes - If the goods have serial numbers or specific
codes, capture clear images to help with identification and verification.
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6. Packaging Integrity - Document the overall condition of the packaging,
including any signs of tampering, tearing, or other issues that may have
contributed to damages.

7. Quantity Verification - If the claim involves quantity discrepancies,
take photos that clearly show the quantity of goods present during the
inspection.

environment, including the storage area or warehouse. This provj

8. Environment and Location - Capture images of the inspectign
context and helps establish where the inspection took place. NQ

9. Use a Reference Scale - Include a ruler or another refere %,\cale in
the photographs to provide a sense of scale for damages o ects.

and clear images. Use flash or additional lightin rces if needed,
especially in dimly lit areas. Q)

10. Lighting Considerations - Ensure proper lighting to ﬁa ure accurate

Activity 1: Prepare a report on inspection clist for a warehouse.

Materials Required: Format of checklist @ecklist for goods in quarantined
area, Specifications for all good based 04, mage, ok and good scale

Procedure:

‘b'
1. Visit the nearest Warehov@

a) Ask for perm1ss1ont®1s1t from the warehouse manager

b) Ask the mang &f@' the check-list format, get a copy of it.
2. Visually 1nsp%t e checklist.

a) Serlal N

b) Pa t1 ars of the Claim

c) Q Number
@} ype/Category of Claim
%0‘23) Insured/Not Insured
Q f) Amount Involved
g) Completeness of Supporting Documents
h) Validity of Claim
i) Communication with Claimants and Insurers

j) Compliance with Industry and Company Guidelines
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k) Accuracy and Quality Standards

1) Need for Additional Inspection or Documentation

m) Record Keeping

n) Verification of Signatures

o) Overall Compliance

Tick down in the check-list. bv
Write the reasons of claim form. <

Write down the damage goods according to descending order i@scale.

N oo se

Make a chart for quarantine goods. 6'0
Prepare a report file on the check-list form. @Q
8. Submit the papers to the teacher. "O

Activity 2: Prepare a chart and report on Evidence O’I\Qgregated goods in a
warehouse.

Materials Required: Camera, Printer, Pen, Pag&File.
Procedure: \

1. Visit a warehouse nearby. -~
2. Check inspection list for claim,{/ s and take a copy of it.
a) Seal Integrity Test O
b) Thermal Imaging bﬁ
c) Moisture Levels O
d) UV Inspectior%\l
e) Magnific
f) Colo@g(ﬁsistency
g) &@fnt Verification
3. @\ock the goods that can be claimed for visual inspection.
ake photos with your camera.
Q Take printouts of the photos.
. Tally it with claimed goods.

S.

6

7. Make a file of the photos.

8. Segregate damaged good, and prepare a report on it.
9

. Prepare an analytical chart.
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10. Submit the report to the class teacher.

Activity 3: Make a format on general inspection report and check list.
Material Required: Pen, paper, scale.
Procedure:

1. Research on internet and nearby warehouse.

2. Take help from your teacher

a) To collect various format from the warehouse @b’
b) Internet exploring \%Q

c) To complete the format Né)\’
Prepare a general inspection report on format. QQ'

Also make a check-list. .\OQJ

After completion share it with your fellow studelg@
And submit it to your teacher. O\’
Ask the teacher for further editing if re@%.

S -

Later explain it to the class students\

O@”

Check Your Progress

A. Fill in the Blanks

1. Visual inspection confirms the damages or issues reported in the claim
documentation, the claim is considered

2. If the visual inspection does not reveal any damages or issues consistent
with the claim documentation, the claim may be deemed

3. Take overall photographs of the goods the
inspection to show their initial condition and any changes observed.

4. Recording the result of helps in evaluating

inspection.

5. is the way for evidence of visual inspection.

General Inspection Format
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Date: [Date of Inspection]

Time: [Time of Inspection]
Location: [Location of Inspection]
Inspector: [Name of Inspector]|

Purpose: [Reason for Inspection]

1. Area Inspected:

2. Inspection Criteria:
3. Inspection Checklist:
4. Observations:

5. Recommendations:
6. Corrective Actions:
7. Follow-Up Plan:

8. Conclusion:
Approval:
Signature of Inspector:
Date:

B. Multiple Choice Questions

1. Photography Guidelines for Evidence in Visual Inspection
a) Before-and-After Shots
b) Date and Time Stamps
c) Both the above
d) None of the above

2. Results of Visual Inspection list contains:
a) Valid
b) Invalid
c) Partial Valid
d) All of the above
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3. By using , you can systematically record the results of
the visual inspection for claimed goods and ensure that all relevant
information is captured accurately for further analysis and resolution

a) Checklist template
b) Inscription list
c) Accuracy claim
d) None of the above
4. Photographs are recorded for
a) The newspaper
b) Records
c) Evidence
d) None of the above

5. The visual inspection may reveal evidence suggesting that the damages
were caused by factors beyond the logistics provider's control or due to
negligence on the part of the claimant. The logistics provider may initiate
a seeking compensation for damages or disputing the
validity of the initial claim.

a) Counterclaim
b) Valid claims
c) Invalid claims
d) Partial claims
C. State Whether the Following Statements Are True and False

1. Visual inspection does not confirm the damages reported in the valid
claim documentation.

2. Visual inspection does not reveal any damages or issues consistent with
the invalid claim documentation.

3. By using this checklist template, you can systematically record the
results of the visual inspection for claimed goods and ensure all
information is captured accurately.

4. Take overall photographs of the goods before and after the inspection to
show their initial condition and any changes observed.

5. Goods have serial numbers or specific codes that is required to capture
clearly to help with identification and verification.
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D. Match the Columns

Column A Column B

1 Resolution Process | A Required due to inconclusive evidence

2 Counterclaim B | Evidence

3 Photos C Damages due to negligence of Claimant

4 Additional D | Photography needed
Investigation

5 Label and E Parties may engage in negotiations to reach
Packaging mutually agreeable resolution

E. Short Answer Questions
1. What are valid and invalid claims?
2. Draw a general format of Inspection Report and check list?

3. Write down three points on recording the result of inspection checklist
use.

4. Photography is important for the claim of damage goods, explain?
5. What is Resolution Process?
F. Long Answer Questions

1. Write down the possible outcomes Results of Visual Inspection for Claim
Goods.

2. List down the steps for recording of the result in Visual Inspection check
list.

3. Why photography is important for the evidence during the claim of
goods?

G. Check Your Performance
1. Make a document on photographic evidences for claims.

2. Make your own check list for your home-based goods.

Session 4: Claim Reimbursement

Visual inspection for guarantee goods is pivotal in deciding the explanations
behind harms, evaluating the exactness of the case, and assessing the
reimbursement amount. While leading a visual examination, it is essential to

PSS CENTRAL INSTITUTE OF VOCATIONAL EDUCATION (NCERT), BHOPAL




Warehouse Claims Coordinator- Grade XI 165

completely inspect the goods to recognise any noticeable indications of harm.
This might incorporate evaluating the state of the bundling, checking for any
marks or scratches, and noticing any errors between the guaranteed harm and
the real condition of the goods.

REASONS OF DAMAGES

When conducting a visual inspection for claimed goods in logistics, it's
essential to identify and document the reasons for damages observed durigg
the inspection. These reasons provide valuable insights into the root caus &f
the issues and help determine responsibility and appropriate coﬂegu've
actions. Following are some common reasons for damages to goods ip\ stics-

1. Inadequate Packaging - Inadequate packaging materialé&?ay fail to
protect goods from external impacts, leading to damageXduring transit
or storage. <

2. Environmental Factors - Exposure to extreme tegiperatures, humidity,
moisture, bacteria, etc., can cause damages S%&S corrosion, mold, or

degradation of goods. %O
tl

3. Incorrect Loading or Stacking - Incor@ loaded or stacked goods in
containers, trucks, or warehouses ca& €ad to shifting, compression, or
crushing, resulting in damages. .\(b’

4. Collisions or Accidents - Qo\géions with other objects or vehicles

during transit, mishaps g loading/ unloading operations, or
accidents can cause dag s to goods.

5. Product Defects o bﬁ nufacturing Issues - Inherent defects or
manufacturing iss¥ge' in the goods themselves, such as weak materials,
faulty Compon%&@, or design flaws, can lead to damages.

6. Tampering &Vandalism - Intentional tampering, vandalism, or theft
during it or storage can cause damages to goods, including

breakageYpilferage, or contamination.

7. PaeRking or Loading Errors - Errors in packing procedures or loading
onfigurations, such as improper weight distribution or incorrect
% tacking methods, can result in damages.

Inadequate Inspection or Quality Control - Lack of proper inspection
protocols or quality control measures during manufacturing, packing,
or handling processes can lead to undetected defects or damages.

INSPECTING THE ACCURACY OF CLAIMS

Inspecting the accuracy of claims regarding damaged goods in logistics
involves a detailed assessment to verify the validity of the claims. Here's how
the accuracy of claims can be inspected-
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1. Review Claim Documentation - It is beginning by thoroughly
examining the claim documentation provided by the claimant. This
includes the claim form, invoices, delivery receipts, and any other
relevant paperwork detailing the claimed damages.

2. Verify Goods Identification - To Confirm the identification of the
claimed goods, including their description, batch/lot number, and
quantity, to ensure they match the details provided in the claim
documentation. b,

3. Conduct Visual Inspection - To Perform a visual 1nspect1on@ he
claimed goods to assess their condition and verify the reporte ages.
Note any discrepancies observed during the inspection cmﬁ)ed to the
details provided in the claim documentation. Q

4. Document Inspection Findings - Document the f)%eags of the visual
inspection, including descriptions and photographs bf any damages or
discrepancies identified. This documentation ’&Q\res as evidence to
support the accuracy check. O

5. Compare Findings with Claim Documentation - Compare the findings
from the visual inspection with t% tails provided in the claim
documentation. Pay attention to a nconsistencies or discrepancies
between the claimed damages the actual condition of the goods
observed during the inspectiog?

6. Assess Cause of Damage entify and assess the likely cause(s) of the
observed damages b on the inspection findings. Consider factors
such as handlin aé’raetices, packaging quality, environmental
conditions, or ot%&relevant factors that could have contributed to the
damages.

X
7. Evaluate @orting Evidence - To Review any additional supporting
evidenc ovided by the claimant, such as photographs, videos, or

W1tn§ statements, to corroborate the accuracy of the claims. Evaluate
dibility and relevance of the supporting evidence in relation to the

@9 ed damages.

% onsider Contractual Terms - Refer to the terms and conditions

Q outlined in the shipping contract or agreement between the parties to

determine the responsibilities and liabilities related to damaged goods.
Ensure that the inspection findings align with the contractual terms.

ESTIMATION OF THE REIMBURSEMENT AMOUNT

Estimating the reimbursement amount for damaged goods in logistics involves
considering various factors such as the extent of damage, the value of the
goods, applicable insurance coverage, contractual terms, and any additional
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costs incurred. Here's a general approach to estimating the reimbursement
amount (Fig.4.5) -

-
Assessment of Damages- Evaluate the extent of damage to the goods based
on the findings of the visual inspection. Determine the severity and scope of

damages, including any partial or total loss of value.

Valuation of Goods- Determine the value of the damaged goods based on
factors such as their original purchase price, market value, or replacement

cost. Consider any depreciation or salvage value if applicable.
g

s =
Applicable Insurance Coverage- Check if the goods are covered under any
insurance policy, such as cargo insurance or liability insurance. Determine
the coverage limits and deductibles applicable to the claim.

\_ _

( ~

Contractual Terms- Review the terms and conditions outlined in the
shipping contract or agreement between the parties. Consider any clauses
related to liability, damages, or reimbursement obligations.

. »

(Calculation of Reimbursement- Calculate the reimbursement amount based
on the assessed damages, the value of the goods, and any applicable
insurance coverage. Deduct any deductibles or limits specified in the
(insurance policy.

>

Additional Costs- Consider any additional costs incurred as a result of the
damages, such as transportation expenses for returning the goods, storage
kfees, or administrative costs associated with processing the claim.

Negotiation and Settlement- Engage in negotiation with the claimant to
reach a mutually agreeable settlement amount. Consider factors such as
liability, mitigating circumstances, and the potential impact on the ongoing
business relationship.

Documentation and Record-Keeping- Document the calculation of the h
reimbursement amount, including all relevant details such as inspection
findings, valuation of goods, insurance coverage, and any additional costs
incurred. Maintain accurate records for future reference and auditing

\_purposes. ]

Approval and Payment- Obtain approval for the reimbursement amount
from the appropriate stakeholders, such as management or insurers.
Process the payment to the claimant in accordance with the agreed-upon
settlement terms.

s <
Follow-Up and Closure- Follow up with the claimant to ensure timely receipt

of the reimbursement payment and confirm closure of the claim. Document
the resolution of the claim for future reference.

- »

Fig. 4.5: Showing general steps for Reimbursement Process
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It's essential to conduct a thorough assessment and calculation to ensure that
the reimbursement amount accurately reflects the damages incurred and is in
line with contractual obligations and insurance coverage. Additionally,
maintaining transparency and open communication throughout the
reimbursement process helps in resolving claims effectively and preserving
positive business relationships.

Activity 1: Prepare a report on Estimation of the Claim reimbstbsement
amount.

Materials Required: Pen, Notebook, camera, Printed copy of @im Form.
Procedure: ~O©

xO
Take the permission of the warehouse coordi&?ﬁor.

1. Visit a warehouse nearby.

Enquire about quarantined goods.
Check for damaged items and click p{s@s.
Prepare claim form. '(,x(bl

o A e N

Estimate the claim reimburs t with the help of executive, faculty
and manager in-charge oi@é‘house.
a) Review claim detai %
b) Assess claim Va{@y
c) Determine reifghursement amount
d) Consult insurance provider
e) Fina@&eimbursement decision
7. Ins@)for accuracy, verify the results later click photo.
8. @pare an analytical report.

ubmit the report to the teacher.

taivity 2: Prepare the reasons for damages of goods while visiting a
warehouse.

Materials Required: Pen, Paper, Scale, Pad.
Procedure:

1. Visit the nearest warehouse by making multiple groups after dividing
the class.
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2. Take the permission of the warehouse coordinator.

3. Communicate with the manager of the warehouse.

4. Ask warehouse manager about the reason for damages of goods.
a) Inadequate Packaging
b) Improper Handling
c) Environmental Factors bv
d) Equipment Malfunction <
e) Lack of Supervision \>
f) Congestion in Aisles 0'
g) Inadequate Signage Q
h) Poor Warehouse Layout O
i) Insufficient Staff Training

5. Create a table on a paper and write down %@)%asons.

6. Discuss the reasons in the class. @

7. Sort out with the solution. . é\,

8. Submit the paper to the teacheréﬁ} warehouse manager.

Activity 3: Prepare a chart on I@OH for the Accuracy of claims
Materials Required: Pen, Paper,\stale, paper pad.

Procedure: b,
1. Visit the nearest g/ ouse.

2. Ask the mangger in-charge of the warehouse on how to conduct the
accuracy Cléﬁi

3. Review %ocument.
a) I&@l Review
@%ocument Verification
GJC) Claim Analysis
Q d) Physical Inspection
e) Expert Consultation
f) Claims Committee Review

g) Final Approval
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Verify the claim document.

Compare the claim from the document.
Communicate with the teacher.

Discuss it in class.

® N o a &

Submit the findings to the teacher.

Check Your Progress

A. Fill in the Blanks «&
1. during transportation, loading \?o'ading, or

storage can lead to damages such as dents, scratches@r breakage.

pS)

2. Inspecting the regarding ~damaged goods in
logistics involves a detailed assessment to verwy the validity of the

claims. Q)

3. When conducting a = E for claimed goods in
logistics, it's essential to identify and%%é{ment the reasons for damages
observed during the inspection. \(bl

4. Maintaining transparency an @%en communication throughout the
« Qrocess helps in resolving claims effectively
and preserving positive bUiRNTess relationships.

5. Identifying and docurr@%ng the specific during the
visual inspection e@des valuable information for determining liability,
implementing co%ctive measures, and preventing similar issues in the

future %

B. Multiple (§Q‘pe‘ Questions
1. Som mon reasons for damages to goods in logistics:
a 4[%&proper Handling or Storage
&nadequate Packaging
cv) c) Equipment Malfunction
d) All of the above
2. The accuracy of claims form includes:

a) Verify Goods Identification

b) Conduct Visual Inspection

c) Document Inspection Findings
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d) All the above

3. General approach to estimating the reimbursement amount:

a) Applicable Insurance Coverage

b) Calculation of Reimbursement

c) Both a) and b)

d) None of the above bv
4. Estimation of reimbursement of amount form must be submitted, &

a) With amount of reimbursement '\%Q’
b) With accuracy claim check 6'0
c) With both amount of reimbursement and accuracy c&m check.
d) None of the above QO

S. The helps in resolving ’&ims effectively and
preserving positive business relationships o

©

b) Photography \

.\(b’

a) Reimbursement process

c) Goods warehouse

d) None of the above (b’&@
C. State Whether the Followi atements Are True and False:

1. Rough handling duri@ransportation, loading/unloading, or storage
can lead to damag ch as dents, scratches, or breakage.

2. Exposure to e t1%2‘-e temperatures, humidity, moisture, bacteria, etc.,
can cause d?&ges such as corrosion, mold, or degradation of goods.

3. Intentio mpering, vandalism, or theft during transit or storage can
caus amages to goods, including breakage, pilferage, or
co ination.

4 G}ermine the value of the damaged goods based on factors such as their
c,))riginal purchase price, market value, or replacement cost.

Q 5. Inherent defects or manufacturing issues in the goods themselves, such
as weak materials, faulty components, or design flaws, can lead to
damages.
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D. Match the Columns

Column A Column B

1 | Reimbursement amount A | Reasons for damages to goods

2 | Accuracy of claims B | Estimation of damaged goods

3 | Improper handling/storage C | Verify goods identification ?\

4 | Inspecting the accuracy of|D|Helps in  resolving d@;%}
claims regarding damaged goods effectively .\>6

5 | Maintaining transparency and | E | Involves a detailed gjés\;ment to
open communication verify the validity of $he claims

)
E. Short Answer Questions ONO
1. What is valuation of goods? &K’

2. Explain documentation inspection ﬁndingé)accuracy of claim.
3. Explain estimation of reimbursement o@aim form.

4. Why material handling cost is imp nt in checking accuracy of claim
N
form? 6'(/

S. What are the valuations of go@ys in reimbursement of claim forms?

F. Long Answer Questions
1. Explain estimation % bursement of claim form with suitable points.
2. List the reasons mages of goods with explanation.

3. What is estinqé‘tion of reimbursement of amount? Write the steps that

are needed,{b’

G. Check@ erformance

table on various reasons for damage of goods as a warehouse
dinator.

~Authenticate the estimation of reimbursement of claim form.

Q 3. Create your own way to verify the accuracy of claim.
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MODULE 1: SUPPLY CHAIN, LOGISTICS AND
WAREHOUSING

SESSION 1: BASICS OF SUPPLY CHAIN

A. Fill in the Blanks

1.distributors 2. goods 3. Suppliers 4. Manufacturers 5.e-commerce ij’
B. Multiple Choice Questions . NQ’
1.B, 2.C, 3.A, 4.A, 5.D @

C. State whether the following statements are True or I‘QQ’

1.True, 2. False, 3. True, 4. True, 5. True <
D. Match the Column ~O

O
1.C,2.A,3.B K’
SESSION 2: CONCEPT OF LOGISTIC%O
A. Fill in the Blanks @

1.Warehousing, 2. transportation, 3. I&istics, 4. refrigerated, 5. Supply
chain management, 6. port '(,N

B. Multiple Choice Questions (5&

1.D, 2.C, 3.C, 4.A,5.D
C. State whether the fo@ing statements are True or False

1.False, 2. True, 3. 7 4. True, 5. True, 6. True
D. Match the Cg{% n

1C2A3B(b'

SESSI%@ FUNDAMENTALS OF WAREHOUSING
A. Fi]Q he Blanks

1.Warehousing, warehouse, 2. specialized, 3. consolidation, 4. order lead

&, 5. logistics
Q . Multiple Choice Questions

1.D, 2.A,3.D,4.A,5.D
C. State whether the following statements are True or False
1.True, 2. False, 3. True, 4. True, 5. False

SESSION 4: FUNCTIONS AND CLASSIFICATION OF
WAREHOUSE
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A. Fill in the Blanks

1.refrigerated, 2. private warehouse, 3. specialty, 4. distribution, 5. Manual,
automated

B. Multiple Choice Questions
1.D, 2.D, 3.B, 4.C, 5.D

C. State whether the following statements are True or False

1.True, 2. False, 3. False, 4. False, 5. True, 6. True b,
MODULE 2: WORK SCHEDULE AND CLAIM FOR
SESSION 1: WORK SCHEDULE @

A. Fill in the Blanks 0'

1. Roster, 2. Daily, 3. Alphabetically, 4. Manager or Supegvisor, 5. Shift
B. State whether the following statements are Trls\g False
1.False, 2. True, 3. True, 4. False, 5. True \’&

C. Match the Column %O

1.D, 2.A, 3.B,4.C @

SESSION 2: TYPES OF CLAIM FORMS

A. Fill in the Blanks 6'(,\
1- Shipping Claim Form, 2- Los Xed Damage Claim Forms, 3- Warehouse
Insurance claim, 4-reference ckbone

B. Multiple Choice Queséi‘gns

1-C, 2-C, 3-D, 4-A S

C. State whether t%xfollowing statements are True or False
1-F, 2-T, 3-F, 4-R-F

D. Match t lumn
1-C, 2—e§— " 4-b, 5-a
SES@) 3: PREPARATION OF CLAIMS RESOLUTION

I»%,' in the Blanks
arehouse claims coordinator, 2-reviews, 3- Serial Number, 4-
Q completed, 5- age and purchase price, 6-Nature and category

B. State whether the following statements are True or False
1-F,2-F, 3-T,4-T,5-T

C. Match the Column

1-D, 2-C,3-B, 4-A

SESSION 4: PRIORITIES OF CLAIMS PROCESSING
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A. Fill in the Blanks

1-Claimant and agency, 2-Liability, 3-Paper work, 4-Risk Assessment
Matrix, 5-Mismatched

B. State whether the following statements are True or False
1-F, 2-T, 3-F, 4-T, 5-T
C. Match the Column

1-E, 2-A, 3-F, 4-B, 5-C, 6-D b’
MODULE 3: PREPARING CLAIMS x('\,@
SESSION 1: CLAIMS PROCESSING AND DATA COLL ON
A. Fill in the Blanks ,5,0

1.Claim, 2. Clai.ms processing, 3. Claim processing cheégst, 4. Claims
data, 5. Evaluation o\o

B. Multiple Choice Questions ,&O

1.D, 2.A, 3.D, 4.D, 5.B O\'

C. State whether the following statements'gre True or False

1.True, 2. False, 3. True, 4. False, 5. TruQ,
D. Match the Column '(,{b’
1.E, 2.A, 3.B, 4.C,5. D x<
SESSION 2: INSPECTIO CLAIMS

A. Fill in the Blanks Q

1.Inspection, 2. Labe],&@nter, 3. Resolution, 4. Barcode scanner
S.Visual inspection%

B. Multiple C& -~ Questions

1.D, 2.C, 3@ -A, 5-B

C. St% ether the following statements are True or False

1.T False, 3. False, 4. False, 5. True
atch the Column

Q .E, 2.D, 3.B, 4.A, 5.C

SESSION 3: PENDING CLAIMS AND ADJUSTMENT
CORRECTIONS

A. Fill in the Blanks

1, Pending Claims, 2. Receipt of claim, 3. Consultation, 4. Adjustments 5.
Initial review

B. Multiple Choice Questions
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1.A,2.D,3.D,4.A,5.D

C. State whether the following statements are True or False

1.True, 2. False, 3. True, 4. False, 5. True
D. Match the Column

1.E, 2.A, 3.D, 4.B, 5.C
SESSION 4: PRE-INSPECTION TESTING OF EQUIPMENTS

A. Fill in the Blanks d)
1.Functional testing, 2. Maintenance, 3. Equipment malfunctions, %%ser
friendly, 5. Fitness \}z

B. Multiple Choice Questions Q,Qr

1.D, 2.A, 3.D, 4.D, 5.A
C. State whether the following statements are True'\Q False

1.True, 2. False, 3. True, 4. True, 5. False
D. Match the Column éo

1.E, 2.A, 3.B, 4.C, 5.D @

S

O

MODULE 4: VISUAL INSPEC’%G‘N OF GOODS

SESSION 1: CLAIM FOR
A. Fill in the Blanks

1.Visual Examination, 2. eo Inspection, 3. Loss or Theft, 4. Shortages,
S. Temperature or Cli Issues
B. Multiple Choic stions

1.Photographic umentation, 2. Check list and Templates, 3. Late
Delivery, 4. A}& e above, 5. All of the above

C. State er the following statements are True or False
1.T, 2, /T, 4.F, 5.T
D. §tch the Columns

% 2-D, 3-B, 4-C, 5-A
Q ESSION 2: VERIFICATION OF CLAIMS
A. Fill in the Blanks

1. Moisture Meters, 2. UV Lights, 3. Colorimeters/Spectrophotometers, 4.
Quality Assurance Team, 5. Seal Integrity Testers

B. Multiple Choice Questions

1. Both of the Above, 2. Magnifying Devices, 3. Equipment’s are checked for
accuracy, 4. Both a & b, 5. All of the above
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C. State whether the following statements are True or False
1.F, 2.T, 3.T, 4.F, 5.T

D. Match the Columns

1.D, 2.E, 3.D, 4.C, 5.B

SESSION 3: RECORDING RESULTS OF VISUAL INSPECTION
A. Fill in the Blanks

1.Valid Claims, 2. Invalid claims 3. Before and After Shots 4. Vl%é}
Inspection 5. Photography

B. Multiple Choice Questions \}

1.Both of the Above, 2. All of the Above, 3. Checklist templated. vidence,
5. Counter claim

C. State whether the following statements are True\ezl"alse
1.F, 2.T, 3.T, 4.T, 5.F Q)

D. Match the columns: \,&
1.E, 2.C, 3.B, 4.A, 5.D %O
SESSION 4: CLAIM REIMBURSEM@T

A. Fill in the Blanks

1.Rough handling, 2. Accurac @$ claims, 3. Visual inspection, 4.
Reimbursement, 5. Reasons fog éﬂages

B. Multiple Choice Questio

1.All of the Above, 2. All e Above, 3. Both a & b, 4. With both amount
of reimbursement and racy claim check, 5. Reimbursement Process.

C. State whether t%&ollowmg statements are True or False
1T, 2.T, 3.T, 4 'R&T

D. Match t 'Q:olumn

1.B, 2.C¢3. A, 4.E, 5.D

Q
N

R

Q‘-j

Word Meaning

Supply Chain The network of interconnected entities, activities, and
resources involved in producing and delivering goods or
services to customers.
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Logistics: The management of the flow of goods, information, and
resources between the point of origin and the point of
consumption to meet customer requirements.

Warehousing The process of storing goods in a facility designed for the
purpose of inventory management, consolidation, and
distribution.

Warehouse Activities performed within a warehouse including receiving,

Functions storing, picking, packing, and shipping goods. A

Warehouse Categorization of warehouses based on factors such@Xs

Classification ownership, functionality, location, and specializatigne,

Work Schedule

A plan specifying the tasks to be completed, thejr 3¢quence,
and the resources required within a specified t;\ rame.

Claim Forms

Documents used to formally request co ensatlon or
resolution for damages, losses, or d%@panmes in the
supply chain process.

Claim The process of addressing and resolvﬁq.g claims submitted by

Resolution stakeholders within the supply ¢

Prioritization The act of arranging items, '@ks, or issues in order of
importance or urgency.

Claims The systematic handli and evaluation of claims to

Processing determine eligibility e‘t‘n@ﬁzmtate resolution.

Data Collection

Gathering and cong&-l’i'ng relevant information for analysis
and decision-mé g purposes.

Inspection A systemati Vexamination or assessment of goods,
equipmen %r processes to ensure compliance with
standa r specifications.

Adjustment Rectif@?ﬁon of errors or discrepancies identified during the

Corrections cl&@ns processing or inspection.

Pre-Inspection
Testing

'f@é‘cing conducted prior to inspection to assess the condition
) or performance of equipment.

Visual @
Inspecii@

Examination of goods or equipment using visual cues or
observations to detect defects or damage.

Claim(_)”

Process of confirming the validity and accuracy of submitted

\Y tion claims through documentation and examination.

%Cérding Documenting and storing information related to inspection
results, claims, or reimbursement.

Reimbursement | Compensation provided to stakeholders for losses, damages,
or expenses incurred within the supply chain process.

Goods Physical products or items that are produced, stored, and
distributed within the supply chain.

Results Outcomes or findings derived from inspections, evaluations,

or analyses conducted within the supply chain.
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Inspection Documents containing detailed information about the

Records findings, observations, and actions taken during
inspections.

Compensation | Payment or other forms of remuneration provided to
individuals or organizations as a result of a claim or loss.

Stakeholders Individuals, organizations, or entities with an interest or
involvement in the supply chain process.

Inventory The strategic control and monitoring of goods throughout the

Management supply chain, including ordering, storage, @%
replenishment. . Sy

Consolidation The process of combining multiple shipments o Ts into
a single unit for transportation or storage efﬁci,&ae

Distribution The allocation and delivery of goods to t%ﬁﬁnal destination
or end-users within the supply chain ngtwork.

Documentation | The creation, processing, and mana ¥gient of records, forms,
and reports within the supply ches¥

Compensation | Steps involved in assessing; proving, and disbursing

Process compensation for valid claims)or losses.

Discrepancies | Variances or inconsiste als observed between expected and
actual outcomes, que‘t‘pé&les, or conditions.

Standards Established criteri&ybéllidelines, or benchmarks used to
measure or as%@@fhe quality, performance, or compliance
of goods or processes.

Specifications Detailed @%}:riptions or requirements outlining the
charag ics, features, or attributes of goods or services.

Claims The @ﬁence of steps followed to investigate, evaluate, and

Resolution re%ﬁlve claims within the supply chain.

Process A,((b’

Eligibility &) The qualification criteria or conditions that must be met for

£ a claim to be considered valid or eligible for compensation.

Resoure@ . Assets, personnel, equipment, or materials required to

,_Cj perform tasks or activities within the supply chain.

Ti ame The designated period within which tasks, activities, or

Q processes are expected to be completed.

Documentation | The specific forms, records, or reports needed to support and

Requirements process claims within the supply chain.

Inspection Standardized methods or protocols followed during

Procedures inspections to ensure consistency and accuracy.

Verification The steps undertaken to confirm the authenticity and

Process accuracy of information, documents, or claims.
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Remuneration | Compensation or rewards provided to individuals or entities
for their contributions or losses within the supply chain.

Claimants Individuals or organizations submitting claims for
compensation or resolution within the supply chain.

Compliance Adherence to regulations, standards, policies, or agreements
governing the operation and conduct within the supply
chain.

Audits Systematic examinations or reviews conducted to asséss

compliance, performance, or effectiveness within the su@ply
chain. . S

Quality Control

Measures implemented to ensure that goods or sg@fbe"'s meet
specified quality standards and requirements. A,

Risk The identification, assessment, and mitigaﬁén' of risks or

Management uncertainties that could impact supply ;i]?@n operations.

Performance Quantitative measures used to evalyate” and monitor the

Metrics efficiency, effectiveness, and qualty of supply chain
processes. < O\’

Reconciliation | The process of resolving discre@cies or differences between
two or more sets of records accounts.

Non- Deviation from establi Izd standards, specifications, or

Conformance requirements within :c‘l(‘éysupply chain.

Root Cause

A methodical app@c'h used to identify the underlying

Analysis causes of proble or issues within the supply chain.

Transparency Openness a d\ciarity in communication, processes, and
transactio ithin the supply chain.

Continuous Ongoi efforts to enhance efficiency, quality, and

Improvement effec@ness within the supply chain through incremental

cK@ges and innovations.
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