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Goods will be placed so that the greatest
number of individyal units or packages will
show.: This facnhtatﬁs countmg, as well as
accessibility.

5—Standard methods, defined in' written instructions,
of  placing and removing various classes of
items.

a. Uniformity—always piling the same item
the same way, and in such a way that each
full column, stack or block will contain the
same quantity as each other full column,
stack or block.

Distinct separation of each lot, so that
old lot may be used first. E

G—Flexibility in arrangement.

This is secured by having storage spaces rectan-
gular, and in area whole multiples of a stan-
dard rectangular unit. Bins, platforms, and
floor spaces will then be interchangeable.

III. DISCUSSION -

1. DEFINITE SPACES
Aisles must be kept clear,

The real reason for taking pains that stowing of
stores shall be orderly and systematic is'to be able.
to get at what is wanted when it is wanted, with the
least possible expenditure of time and effort. This
involves havmg what you want on hand in sufficient
_quantities and knowmg where it is. The only -way
' of getting at what is wanted is by means of the aisles
and passageways provided for the purpose. It is
axiomatic, therefore, that the aisles should be of
only such width as is required for the necessary
passing and handling of the goods to be stored. It
is equally fundamental that they cannot be obstructed
by things left standing in them or by the projection
of things stored along their margins. The delay
caused by unexpectedly encountering a blocked aisle
is -always wasteful,—likewise, the danger of damage
to goods projecting from the proper bounds of either
storage spaces or conveyors is obvious.

Aisle widths.

Aisles should be planned according to their use
and the size of conveyors or materials to be handled
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in them. Main aisles for two-way passing of trucks
may need to. be six or eight feet, or eVen more in
width, according to conditions. Side, -connecting
aisles, or those straight thyough the building, for one-
way passing, need be only comfortably wider than
the trucks to pass through. Blind side aisles, end-
ingrin a wall, if for trucking, normally should be

wide enough to allow the truck to safely turn around. -

This is especially true where four wheel or elevating

" platform trucks are to be used. Thirty inches is a
standard width for aisles between bins or shelves
-where the contents are package goods carried by hand.

Boundary lines.

Showing the boundary lines of aisles and likewise
of storage, receiving, assembling, and shipping places
is important in order that there may be no vagueness
about the limits of the spaces required for each. The

more permanent and conspicuous these boundary

lines are made, the better. In buildings, lines two
inches wide, of black or red paint, or of strips of
zinc tacked .to the floor, have been used effectively.
The right amount of space in a well planned stores
layout is essential. More than this amount is waste-
ful, whereas less than this amount for each particu-
lar purpose leads inevitably to congestion, and con-
gestion must be avoided. '

2. IDENTIFICATION

Symbols.

The clear and complete identification -of each item.

is equally important. The same item must not be
called different names at different times; further-
more, -the name of each item must be so distinctive
that it cannot be confused with any other. This leads
in many cases to the careful classification and sym-
bolization of all items in stores. The symbol, being
short, distinct, and standing for only one thing, is a
convenient means for the accurate identification of
stores.

Marks face out.

Identification marks on packages should preferably
face out, or be conspicuous. Therefore the end of
the package is usually the best place so that when
stacked the largest number of labels will show, and
furnish a check against packages being misplaced.
This is especially important where goods are not
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tagged. The labelling of individual packages is not
so necessary when lots are systematically tagged and
placed in definite locations indicated by, symbol both
on the identification tag and on the balance records.

3.. Locarion

General considerations.

The elements determining the location of an item
are sometimes conflicting. Of course, a large, heavy

‘item, difficult to handle, should be given the shortest

possible haul. Similarly, an item easy to handle but
carried in large quantities and very frequently used,
should be in a convenient location with short haul.
The same is true of items which, when issued, have
to be specially” measured, such as bar-stock or syrup
in barrels.

Special considerations.
! !

There may be, of course, special considerations such
as the sensitiveness of explosives, the perishability
of meat or other food,stuff, or peculiar similarity such
as of pipe and bar stock which would) clearly point
to the necessity of stowing those items together.
Whether the location under those circumstances is
most convenient is generally secondary to the partic-
ular equipment necessary for their proper care. It
is sometimes found economical to stow near each other
special parts or articles of equipment which are
regularly issued together in a group. It is also de-
sirable to keep unserviceable articles separated from
serviceable.

Safety.

The stresses which floors will stand must of course
be known and allowed for. Whether fire-passages
(of 2 ft.) along all walls should be left, depends on
local conditions and the nature of the goods. In
general, fire-passages are more necessary with block
piling, or where stacks run parallel to and adjoin the
walls. Fire-passages are less necessary when stacks,
with side aisles between every two, run at right angles
to walls. In the latter case, the side aisles give direct
access to wall space every few feet, and packages next
the wall in any given stack may be easﬂy and quickly
removed. .
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4. ACCESSIBILITY

Issuable units.

The immediate accessibility of each lot \of every .
item only emphasizes in a different way the funda-
mental general purpose of stowing, namely, to get °
at what you want when you want it with the minimum
expenditure of time and effort., This means that -
goods should be stowed as nearly as possible in the
units in which they will be issued, even though this
requires the breaking of the units in which they are
received. This is - based . on_the fact that the time
element required for unpackmg is less important when_a‘
the goods are first received than when they are called
for issue. As a precaution against unnecessary loss
from’ depreciation, it is obvious that the stock should
be kept moving by always using the old lots first.

5. STANDARD METHODS
In writing.

The importance of establishing in writing some
defined methods of placing and removing the various
classes of items need not be emphasized. The very
cffort to determine the methods forces attention and
decision for the time being, at least, on the one best
way under the circumstances. More, than that, it is
true that the consistent following of even a poor
standard brings better results than the haphazard and
uncertain following of the best of standards. The
more completely a poor rule is followed, the more
clearly will its failings be revealed and the better can
it be revised.

Neatness. Exceptions conspicuous.

Standard methods for piling each class of goods
will insure neatness and uniformity. Then the. ex-
ceptions to good piling, by their very conspicuousness,
will' be their own signal for correction. - “Publicity
is a;‘potent factor in keeping things right.” There-
fore ‘unnecessary covers, doors, and other protections,
behind which wrong practlce may be concealed should
be avoided.

. v
More accurate inspection and count.

Besides leading to precision. in handling and
?mking carelessness more noticeable, such uni-
ormity greatly facilitates the mccuracy and ‘speed

of inspection and count. So far as possible, stores




