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The purpose of this document is to provide an overview of the company’s A+ Manual Warehouse, Purchasing & Store Ordering process as part of the Business Continuity Plan.

	Kelly Paper has implemented measures to recover from minor through major disruptions of services to our customer base.  We fully understand that any loss of service to our customer base could have substantial impact on our business and this procedure has been developed to obtain a full recovery of our warehouse, purchasing, store and ordering processes in the event of a significant business disruption.

The following procedures must be followed in the event of disruption, but only after being instructed to do so by the IT Department.  The procedures are split into two sections:
1. Manual Procedures
2. System Recovery
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[bookmark: _Toc437337206]Order entry Store Locations
Check inventory on the WM Location Report to determine whether inventory is available.

This report is saved to the Kelly Shared Drive (K Drive) in the IT Department folder. In the event of a significant business disruption this spreadsheet will be email or Faxed out to the stores.

Enter all information on one of the forms listed below:

Must Have –Appendix A
· Two digit location number
· Indicate Must Have, Cutting or Ink 
· Item number
· Description
· Unit of measure
· Bin Locations from WM Location report
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                                      Must Have_____ Cutting_____ Ink_____

K-____

	Item#
	Description
	Quantity (Lowest Unit of Measure)
	Bin Location (Enter multiple locations if available)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


                                               


Send to MustHaves@KellyPaper.com


Enter all information on one of the forms listed below:

APO – Appendix B
· Two digit location number
· Indicate Must Have, Cutting or Ink 
· Item number
· Description
· Unit of measure
· Bin Locations from WM Location report

APO Order Form					Pg. 1K-____



	
	Item#
	Description
	Quantity (Lowest Unit of Measure)
	Bin Location (Enter multiple locations if available)
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	Item#
	Description
	Quantity (Lowest Unit of Measure)
	Bin Location (Enter multiple locations if available)
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        Email to APO@KellyPaper.com



Enter all information on one of the forms listed below:

Spicers Paper Orders - Appendix C
· P.O. number
· Order number
· Date
· Phone number
· Extension
· Vendor name
· Vendor fax number
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	PO#
	Date:
	Phone # 
	Vendor:

	Order#
	 
	Extension#
	

	 
	 
	 
	Vendor Fax #

	Merchant Contact
	Eta
	Fax# 
	Vendor #

	 
	 
	 
	 
	 
	 
	 

	Ship or Will Call
	Ship to Address
	Additional Information:

	 
	 
	

	 
	 
	 
	 
	 
	 
	 

	Kelly Item
	Vendor Item
	Description
	UOM
	Order Quantity
	Unit Cost
	Extended Cost

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	Freight or additional charges
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 






· Email or call any COD credit requests to SPI Credit email address.  All other orders can be processed without reference to the credit department.  Regional Managers need to take due care on high credit risk accounts to ensure that this manual system is not being abused.
· Hand the original written orders to Official Order Recorder to be entered on spreadsheet with a unique tracking number.
· Warehouse will use the recorded orders as the pick lists.

In the event that product is being sourced for a sold orders from another warehouse, follow the procedures above, however please send the order to the inventory champion in the branch where the product is being sourced from.

[bookmark: _Toc437337207]Same Day Delivery / Will Call
Follow the same process as above; identify Will Call and Same Day Delivery orders as such.  Notify your warehouse of the Will Call and or Same Day delivery orders.
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1) The warehouse will catalog all manual orders with same unique tracking number.  The official order recorder and the warehouse should match these lists to ensure no orders are missed.
2) The warehouse will be required to enter the bin location for each item on the order by referring to the inventory location spreadsheet provided by WHS Managers.
3) Two copies will need to be made of each manual order to be used as a Control / tracking mechanism within the warehouse.  One copy to the order picker and one copy stays in the warehouse office.
4) It is imperative that the order filling crew note the locations that the orders are being filled from in the event it is different from what was previously written in.
5) Once all manual orders are filled and any quantity adjustments are made on the order picker copy, these same adjustments need to be made on the copy made in the warehouse office.
6) The copy that was used to fill the order is the copy that is sent out with the product for signature from the customer.  This copy is then returned to the warehouse office and acts as a POD.  This is then matched with the original control copy on the warehouse office and both versions are sent back to the customer service for order entry once APLUS is restored.
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1. Check inventory availability with vendor.
1. Enter all information on the Spicers Sales Order Form.
a) Sold-To.
b) Ship-To full address, including ZIP CODE.
c) Item #.
d) Full Description, including M-Weight. 
e) Quantity. Please include unit of measure (sheets, cartons, skids, etc.)
f) Expected Delivery (will call, same day or next day.)
g) Price per Unit of Measure & total.
h) PO number for the Vendor from below.
1. Follow same credit procedures as above.
1. Create a manual vendor purchase order (Appendix B) with the unique branch PO number (this document is attached.)
a) Please ensure that the unique purchase order number sequence for your branch is controlled by one person (inventory champion.)
b) Email or fax a copy of the PO to the vendor as an email attachment.
c) Print two copies of the PO one to be maintained by the regional inventory champion, the other to be attached to the sales order (see below.)
1. Hand the original written orders to Official Order Recorder to be entered on spreadsheet.
1. For indirect orders please follow above warehouse procedures but mark as indirect.
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1) Orders will be emailed or faxed to the converting department.  
2) Inventory will be sourced from the inventory/location spreadsheet that is uploaded on the local shared drive daily. 
3) A blank “Docket” (Appendix C) will be used to write up the specific detail of the order (i.e. Rolls to be used, LBS, sheet size, Quantity of sheets, roll information.)
4) The converting team then creates a manual order using the “Order Blank” form (Appendix D).
5) The order will be converted and a job jacket will be kept.   The Job Jacket contains a copy of the docket, roll labels, a sample skid label, corner cuts and tape pulls.
6) Any adjustments to the quantity of sheets produced will be relayed to the warehouse, so the manual order can be adjusted to reflect the actual quantity of sheets produced.                        
7) The sheeter coordinators will keep a copy the manual order and job jacket together until the system comes back up.  Sheeter coordinators are responsible to enter each job and produce paperwork to invoice the orders.
8) The manual delivery document will be returned to the sheeter coordinator to be matched up with the A+ orders and kept on file in the Job Jacket.
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When the system is back online, it is imperative that we are following a structured process of first catching up and then transacting live. Please pay careful attention to these procedures and under no circumstances deviate from the sequence as outlined below.

There is to be no new orders and new transactions entered into APLUS until you receive confirmation from Corporate.

[bookmark: _Toc437337212]Catch-up Mode
· This first step will be to re-enter everything that has occurred from when the system went down before entering any NEW activity.  In fact, please do not enter any NEW activity until given the go ahead by corporate.  Please split your teams between those in the catch up process to those continuing to use the manual process on NEW orders coming throughout the day even though the system is up.
· IT will be available for assistance throughout this process.  Please also report any “locked” or “in use” records to IT. The IT’s direct number is (866) 442-6210.
[bookmark: _Toc437337213]Warehouse receiving
The warehouse needs to perform all inventory receipts for product that has come in since the system went down.  IT have isolated any receiving batches that may have been partially completed when the system went down and should have posted these batches.
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For company 99 warehouse orders, the following procedures apply:
· The requesting region will need to input a sale order. This will in turn create a transfer order against the sending region.
· It is critical that the requesting region indicates the control number for the orders in a printable comment line.  This control number will be obtained from the sending region (ex:  for Phoenix orders dispatched from LA, LA WHS Manager has a control number for these orders.  They will be sending a file that has all transfer control numbers to Phoenix and San Francisco.)
· Please do not have an order go through without this control number.
· The warehouse will then need to verify the location control assignment and then confirm the order as well as matching up to their manual paperwork.
[bookmark: _Toc437337215]OPEN orders 
This can be done at the same time as Step 1.  The Customer Service Manager should run an open order report and split the orders into the following scenarios.  This is a process of elimination to determine how to treat orders that are already in the system and to cross reference them against the control spreadsheet of manual orders.

· Open orders in APLUS at Order Entered, Order Held(SP/Credit), Order released or Pick Slip Ready status:
· These orders are in APLUS but have not printed in the warehouse.
· They do not need to be rekeyed.
· These orders need to be matched up to the manual paperwork as well as to the master spreadsheet.  Please reference the APLUS order number on this manual paperwork and also on the spreadsheet.
· It is also important that the unique number from your control spreadsheet you used in the manual process is entered on the body of the order so the warehouse is aware so they can cross reference. (Please indicate these in an order comment line that is printable.)
· These orders then need to be moved to pick slip printed status which will print in the warehouse. 
· Once the pick ticket is printed in the warehouse and cross referenced with the warehouse control sheet.  The orders will then need to be pick-confirmed, ship confirmed and delivery confirmed by the warehouse. (Remember if there were adjustments to the quantity, these should be on your paperwork and these will need to be made into APLUS before ship confirmation.)

[bookmark: _Toc437337216]Open orders in APLUS at Pick Slip printed status:
· These orders are in APLUS and were printed in the warehouse prior to system failure.
· They do not need to be rekeyed.
· These orders need to be matched up to any manual paperwork where applicable including the manual POD’s (mostly likely on these orders, the APLUS paperwork was already printed before the system went down.)
· These orders will then need to be pick-confirmed, ship confirmed and delivery confirmed by the warehouse. (Remember if there were adjustments to the quantity, these should be on your manual paperwork and these will need to be made into APLUS before shipping confirmation.)
**Please make sure there is no duplicate delivery made on manual orders.

[bookmark: _Toc437337217]Order has not been entered into APLUS:
· After eliminating and addressing the orders that were in APLUS at the time the system went down, the remaining orders on your spreadsheet are all orders that need to be entered into APLUS.
· When these orders are entered into APLUS, please note the APLUS order number on the manual paperwork and also your control spreadsheet. 
· It is also important that the unique number from your control spreadsheet you used in the manual process is entered on the body of the order so the warehouse is aware so they can cross reference.  (Please indicate these in an order comment line that is printable.)
· Once the pick ticket is printed in the warehouse and cross referenced with the warehouse control sheet the orders will then need to be pick-confirmed, ship confirmed and delivery confirmed by the warehouse.  Remember if there were adjustments to the quantity, these should be on your paperwork and these will need to be made into APLUS before ship confirmation.
**Please note that credit will be instructed to release all these orders immediately.  Once all orders have been entered, the warehouse will need to be advised and they will then batch print for those applicable regions.

[bookmark: _Toc437337218]Orders that were ship confirmed but not delivery confirmed:
· These are orders that were shipped to the customer but the system has not performed delivery confirmation.
· These orders already have APLUS POD’s.
· These need to be delivery confirmed as per normal processes.
Once this process is complete the Customer Service Manager should review the spreadsheet of manual orders and ensure each order has been processed in APLUS. At this point, please advise the Accounting Department that all is complete and await further updates.  Please do not enter any NEW orders until you hear from Accounting Department.

Once you hear from Accounting, all orders taken today can be entered into the system.  Please follow the same procedures for today’s orders as “Orders have not been entered into APLUS.”

Please commence business as usual.
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