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Inventory function 

 It is the Laboratory's policy to maintain a 
Current Use Inventory, comprised of 
commonly used, repetitive type 
materials, supplies and equipment, to 
support the scientific and administrative 
requirements of on going programs. 



Definitions 
 PeopleSoft System - The Laboratory Central Business 

System is an on-line, interactive system that is available 
to all organizational units. Included in the system are work 
copy, purchasing, inventory, receiving, property 
management and accounts payable functions. 

 Inventory System Manual - PeopleSoft system user 
manual provides a detailed documentation of the systems 
design and functionality. Includes a pictorial display of the 
screen utilized to perform the inventory functions. 

 Master Record - The detailed item information established 
to retain the item description, specifications, supply 
sources and changes.  

 Master File - The computer file maintained by Business 
Systems Division (BSD) is used to process information, 
collect and store historical data for each line item in 
inventory. 
 



Inventory Function 

 BNL Stores Inventory supports all 
divisions of the lab, from science to 
facilities and operations 

 Diverse selection of nearly 3,000 
individual items with a value of $750,000 

 Also responsible for processing liquid 
nitrogen and helium orders 



General Information 
 In general only those items that are usable 

by more than one individual or group, with 
recurring requirements, will be included in 
the Current Use Inventory. 

 Items will be retained in inventory as long 
as they meet minimum usage 
requirements. Items that become inactive 
or obsolete will remain in inventory until 
current supplies are exhausted or disposed 
of through the excess disposal process. 
 



Emphasis on safety 

 We conduct a continuous evaluation of 
our processes in order to maintain the 
highest standards of safety 

 Inventory has redesigned its storage 
facility twice over the past 4 years and 
continues to find ways to keep 
employees safe and ergonomically 
comfortable 



Adding items 

 Requisitioner prepares a request for a 
new stock item completing all 
information to ensure an accurate 
description of the material requested. 
Provides adequate justification for items 
requested as sole source. 

 



Adding items 
 Inventory Supervisor reviews addition requests 

with other potential users to determine quantity 
and quality of requirements, impact on similar 
type items, storage or special handling 
requirements, hazards, shelf-life, etc. 

 Establishes grade level of quality consistent 
with the required end use and establishes unit 
price to determine the quantity to be 
purchased. 

 Note: "Requests" which are not accepted for 
inclusion in the inventory are returned to the 
requisitioner with an explanation for the 
rejection. 
 



Adding Items 
 Develops a complete item description using 

standard nomenclature guidelines and assigns 
the appropriate federal supply classification 
code (FSC) for GSA orders. 

 Prepares master pattern description card 
listing all required information such as length, 
size, specifications, sources of supply, etc. 

 Assigns category and BNL stock number 
based on the relationship of the item to similar 
items currently carried in the inventory. 

 Includes item on monthly stock notice and 
incorporates the new item in the appropriate 
stores stock catalog. 
 



Adding Items 
 Bargaining Unit creates master record in 

the PeopleSoft System. Reference 
PeopleSoft Inventory Manual. 

 Creates initial stocking order through 
automated PeopleSoft order entry system. 
Reference PeopleSoft Inventory Manual. 

 Forwards information to the stocking 
location. 

 Returns original request form to 
requisitioner showing stocking location, 
stock number and description. 
 



Revising and deleting items 

 Inventory Supervisor reviews requests 
for change, checks quality 
specifications, listed manufacturers, 
reorder information and impact on 
current inventory status. 

 Determines appropriate action to be 
taken and issues instructions to PPM 
personnel. 
 



Inventory Receipt 





Withdrawal of inventory 

 Employees search catalog in Peoplesoft 
 Requests are entered on a pick ticket 

form 
 Pick tickets are printed twice daily, both 

first thing in the morning and right after 
lunch 





Compressed gases 
 There are two primary types of gas cylinders utilized to 

meet Laboratory requirements; vendor-owned and BNL-
owned. BNL-owned cylinders can be identified by the 
markings on the cylinder and the BNL color code used. 
Vendor-owned cylinders will be marked and identified to 
facilitate the tracking and control of cylinders while in use 
at BNL. 

 Departments/Divisions are responsible for providing 
adequate storage space for compressed gas cylinders 
stored within their facilities. 

 Gas Cylinder Warehouse personnel are instructed not to 
unload any compressed gas cylinders when sufficient rack 
space is not available to accommodate the cylinders in a 
safe manner.  

 Vendor-owned cylinders that are placed in "empty racks" 
will automatically be picked up by the PPM cylinder truck. 
 



Definitions 
 Cylinder Control Number - A sequentially assigned 

number that identifies the cylinder in the cylinder 
database. 

 Cylinder Database - A database established to record the 
receipt and return of vendor-owned cylinders. 

 Cylinder Receipt Log - A BNL form used to record the 
receipt of vendor-owned cylinders and identifies each 
cylinder to the original purchase order. 

 Cylinder Return Log - A BNL form used to record the 
return of vendor-owned cylinders to the Gas Cylinder 
Warehouse to be returned to the vendor. 

 Gas Cylinder Tag - A multi purpose tag that is attached to 
each cylinder that shows the status of the cylinder; full, in-
use, or empty.  
 



Compressed gas procedures 
 Upon receipt of vendor-owned cylinders, 

marks cylinders and records, all required 
information on the cylinder receipt log. 

 Completes transaction by completing item 
inspection process in the Receiving System. 

 Attaches a compressed gas cylinder tag to 
each BNL owned cylinder received. 

 Delivers cylinder to users as indicated on 
purchase order. 

 Twice weekly, forwards the cylinder receipt 
log(s) to the PPM Division office. 
 



Cylinder usage 
 Departments/Divisions are responsible for: 
 When a cylinder is placed in use, removing 

lower portion of the cylinder tag (full) to 
indicate "In-Use" status. 

 When the cylinder is empty, removing the "In-
Use" portion of the cylinder tag to indicate 
"Empty" status. 

 Placing empty cylinders in empty racks for 
pick-up by PPM. 

 Note: Recording any problems or defects on 
the cylinder tag. 
 



Cylinder returns 

 Segregates empty cylinders returned to 
the warehouse by vendor. 

 Records all required information to the 
cylinder return log. 

 On a weekly basis, forwards the 
Cylinder Return Log(s) to the PPM 
Division office. 
 



Liquid Nitrogen 

 Bulk orders places on blanket web 
requisitions 

 Individual orders placed on pick tickets 
and delivered via distribution 



Liquid and gaseous helium 

 Dewars are processed through Stores 
Inventory and delivered direct by vendor 

 Bulk trailers are stored on site and can 
be delivered via distribution processes 
 



Questions 
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