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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 Council of 

Educational Research and Training (NCERT) . However, the absence of finalized study 

material  should not impede the educational progress of our students. In response to 

this necessity, we present th e draft study material , a provisional yet comprehensive 

guide , designed to bridge the gap between teaching and learning, until the offici al 

version of the study material  is  made  available  by the NCERT . The draft study material  

provides  a structured and accessible set of materials for teachers and students to utilize 

in the interim period. The content is aligned with the prescribed curriculum to ensure 

that students remain on track with their learning objectives.   

The content s of the modules  are curated to provide continuity in education and maintain  

the momentum of teaching -learning  in vocational education . It encompasses essential 

concepts and skills aligned with the curriculum and educational standards . We extend 

our gratitude to the academicians, vocational educators, subject matter experts, 

industry experts, academic consultants , and all other people  who contributed their 

expertise and insights to  the creation of th e draft study material .  

Teachers  are encouraged to use th e draft modules  of the study material  as a guide and 

supplement their teaching with additional resources and activities that cater to their 

students' unique learning styles and needs. Collaboration and feedback are vital; 

therefore, we welcome suggestions for improvement , especially by the teachers,  in 

improving upon the content of the study material .  

This material is copyrighted and should not be printed without the permission of the 

NCERT-PSSCIVE.   

 

 

Deepak Paliwal  

(Joint Director)  

PSSCIVE, Bhopal  

Date: 20 June 2024  
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MODULE  1 
SUPPLY CHAIN, LOGISTICS A ND 

WAREHOUSING  

 

Module Overview  

Modern corporate operations rely heavily on supply chain management, logistics, 
and warehousing to ensure the seamless movement of goods and services from 

production to consumption. Supply chain management is coordinating several 
procedures and actions with the goal of maximis ing the sourcing, acquisition, 
manufacturing, and distribution of commodities. In order to effectively satisfy 

customer expectations while lowering costs and optimis ing profitability, this all -
encompassing approach includes strategic p lanning, coordination, and 
integration of numerous stakeholders, including suppliers, manufacturers, 

distributors, and retailers.  

A crucial part of carrying out the complex network of activities in the supply 

chain i s logistics. It includes organis ing, carrying out, and managing the transfer 
and warehousing of products, services, and data from the point of origin to the 
site of consumption. The goals of logistics management are to guarantee on -time 

delivery, cut lead times, and improve overall opera tional efficiency. This includes 
managi ng warehouse operations, optimis ing inventory levels, and choosing the 

most economical mode of tran sportation. Effective logistics strategies are critical 
for  organis ations to remain competitive and responsive to ever -changing client 
expectations in today's worldwide marketplace, when speed and agility are 

important.  

Warehousing offers storage facilities for inventory management and order 
fulfillment, it plays a critical role in the supply chain. Warehouses serve as 

distribution facilities for commodities waiting to be shipped to clients or 
transferred to other distribu tion sites. Their strategic location minimis es 

transportation costs and delivery delays. The introduction of cutting -edge 
technologies like automation, robotics, and real -time inventory tracking systems 
has transformed contemporary warehouses into complex  hubs capable of 

managing the intricacies of contemporary supply chains. Maintaining inventory 
accuracy, making the most out  of storage space, and enabling order processing 
with ease are all made possible by effective warehouse operations, which in turn 

boost customer happiness and financial success.  

This module  will focus on various aspect s of w arehouse. The first session covers 

the basics of supply chai n, 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 w arehouse s.  
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Learning Outcomes  

After completing this module , you will be able to:  

¶ To understand the basic principles and components of supply chain management, 

including the flow of goods, information, and finances from suppliers to 

consumers.  

¶ To learn about the key concepts of logistics, including transportation, inventory 

management, and the coordination of resources to ensure the efficient movement 

and storage of goods.  

¶ To gain a fundamental understanding of warehousing operations, including the 

storage, handling, and distribution of goods within a warehouse environment.  

¶ To learn about the various functions of warehouses, such as storage, cross -

docking, and distribution, as well as the different types of warehouses and their 

specific uses in the supply chain.  

Module  Structure  

Session 1:  Basics of Supply Chain  

Session 2:  Concept of Logistics  

Session 3:  Fundamentals of Warehousing  

Session 4:  Functions and Classification o f Warehouses  

Session 1:  Basics of Supply Chain  

A supply chain is the network  of all the individuals, organis ations, 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 

suppl ier to the manufacturer through  its eventual delivery to the end user.  The 
success of the business often depends on the success of the supply chain. Supply 

chain management deals with ñ  

a) Material flow  

b) Information flow  

c) Financial flow  

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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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).  

 

Fig. 1.2: Information Flow in Supply Chain  

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

customer accepts the product and confirms the payment of mon ey which 

goes to the supplier (F ig. 1. 3).  

 

Fig. 1.3: Financial Flow in Supply Chain  

TYPES OF SUPPLY CHAIN  

There are common models of supply chain viz.  

1.  Integrated make -to-stock  model.   

2.  Build -to-order model.  

3.  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 . 

Customer Distributor 
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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-order 

model.   

COMPONENTS OF SUPPLY CHAIN   

The supply chain consists of various components that work together to ensure 

the smooth flow of goods and services from the initial production to the end 
consumer. Following are the components of Supply Chain:  

1.  Suppliers provide the basic materials needed for production.  

2.  Manufacturers provide Production Facilities Where raw materials are 

transformed into finished goods.  

3.  Distribution and Logistics provide facilities like:  

a) Warehousing Facilities for storing finished goods before distribution.  

b) Transportation for the movement of goods from manufacturers to 

distributors and retailers.  

c) Inventory Management for Monitoring and controlling the levels of stock 

in warehouses.  

4. Retailers provide p hysical retail locations where consumers can purchase 
goods.  There are Online Retailers  who provide E-commerce platforms that 
facilitate online sales.  

5. Customers are t he end -users who purchase and consume the products or 
services.  

6. Information Systems: Software  and tools to manage and optimis e the 

various processes within the supply chain.  There are i ntegrated software 
systems that help manage business processes across various departments.  

7. Regulatory Bodies like Government Agencies  which e nforce regulations and 
standards related to manufacturing, transportation, and product safety.  

8. For finance in supply chain Financial Institution s p rovide 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 movemen t 

of goods within the warehouse like tracking inventory levels, i mplementing 

strategies for o ptimal storage and organisation, c onducting regular stock 

counts and audits.  

2.  Order Processing: Managing and fulfilling customer  orders accurately and 

promptly like r eceiving  and validating customer orders, p icking, packing, 

and preparing orders for shipment, and u pdating inventory records in real -

time.  

3.  Receiving and Put -away:  Handling the arrival of incoming goods and 

placing them in designated storage locations like u nloading an d inspecting 

incoming shipments, a ssigning storage locations based on product 

characteristics.  Updating  inventory systems with received quantities.  

4.  Picking and Packing:  Retrieving items from inventory and preparing them 

for shipment like s electing items from the ir designated storage locations, 

assembling and packing  items according to order specifications by 

applying labels and preparing documentation for outbound shipments.  

5.  Shipping and Dispatch:  Coordinating the outbound movement of goods 

to customers or other destinations like arranging transportation and 

scheduling shipments.  

6.  Returns Management:  Handling and process ing product returns 

efficiently like i nspecting returned items for damage or defects.  

7.  Warehouse Safety and Security:  Ensuring the safety of personnel and the 

securit y of goods within the warehouse like implementing safety protocols 

and training program mes. 

8.  Technology Integration:  Incorporating technology solutions to enhance 

warehouse operations by implementing Warehouse Management Systems 

(WMS) for process automation.  

IMPORTANCE 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.  

4.  Provides efficient manufacturing strategy: Warehouses play a crucial 

role in supporting manufacturing operations by providing timely access to 

raw materials, components, and supplies.  

5.  Increases cash flow: Effective warehouse management enhances cash 

flow by reducing tied -up capital in excess inventory and minimizing storage 

costs.  

6.  Reduces operating cost: Efficient warehouse practices, such as layout 

optimization, inventory consolidation, and labor productivity 

improvements, help reduce operational expenses.  

7.  Improves financial position by decreasing fixed assets: Well -managed 

warehouses optimize asset utilization and reduce the need for excess fixed 

assets, such as storage facilities and equipment.  

8.  Improves quality and gives higher profit margin: Effective warehouse 

management ensures product quality by implementing rigorous inspection 

and quality control processes.  

Activities  

Activity 1: Prepare a chart showing basic functions a nd requirements of Supply 
Chain.  

Material Required:  1. Note Book 2. Pen/Pencil 3. Check list  

Procedure:  

1.  Visit  a warehouse along with peers.  

2.  Meet the inventory executives and others , and greet them.  

3.  Take a tour  of the warehouse and enquire from the manager about the 

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.  
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f) Types of s upply 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, colour 

pencils , etc.  

Procedure:    

1.  Collect the materials required to make the flow chart.  

2.  Draw a chart containing models of supply chain on a sheet.  

3.  Check the characteristics from the textbook and from what  your  teacher 

has taught in the class.  

a) Integrated make -to-stock  model.   

b) Build -to-order model.  

c) Continuous replenishment model.  

d) Channel assembly model.  

4.  Ensure about your work completion.  

5.  Submit that chart containing models of supply chain  to your concerned 

teacher.  

6.  Discuss your work  with the classmates in presence of your teacher . 

7.  Teacher should display that chart on display board.  

 

Activity 3 : Supply Chain Components Matching Game  

Materials Required:  Printed cards with Supply Chain Components written on 
one side and their corresponding descriptions written on the other side. , Timer 

(optional) , Whiteboard or flip chart (optional)  

Procedure:  

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.  
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Column A Column B 

Helps to reduce inventory cost.  Inventory Management  

Helps to boost customer service and improve 
customer satisfaction.  

Order Processing  

Maintains better trust between partners.  Receiving and Put -away  

Provides efficient manufacturing strategy.  Picking and Packing  

Improves process integration.  Shipping and Dispatch  

Improves bottom line.  Returns Management  

Increases cash flow.  Warehouse Safety and Security  

Reduces operating cost.  Technology Integration  

Improves financial position by decreasing fixed 
assets.  

Inventory Management  

Improves quality and gives higher profit 
margin.  

Order Processing  

Protects traditional freedom and development.  Receiving and Put -away  

4.  Participants can flip the card with the Component to check if they made 

the correct match.  

5.  If a participant matches a Component with its description correctly, they 

earn a point.  

6.  Continue playing until all matches have been made or for a predetermined 

amount of time.  

7.  The participant with the most points at the end wins the game.  

Check Your Progress  

A.  Fill in the Blanks  

1.  Supply chain consists  of suppliers, manufacturer s, 

__________________________ and customers.  

2.  Flow of ____________________ in the supply chain is crucial .   

3.  ________________ provide the basic materials needed for production.  

4.  __________________ provide production facilities w here raw materials are 

transformed into finished goods.  

5.  There are online r etailers who provide _________________ platforms that 

facilitate online sales.  

B.  Multiple Choice Questions  

1.  The order of a characteristic manufacturing is : - 

a) StorageðSupplier ðmanufacturing ðstorageðdistributor ðretailer ð
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customer  

b) Supplier ðStorage -manufacturing ðstorageðdistributor ðretailer ð

customer  

c) Supplier ðStorage -manufacturing ðdistributor ðstorageðretailer ð

customer  

d) Supplier ðStorage -manufacturing ðstorageðretailer ðdistributor ð

customer  

2.  The purpose of supply chain m anagement is - 

a) Being  responsible for customer satisfaction  

b) Increasing  product quality   

c) Integrating demand and supply   

d) Increasing  production  

3.  Logistics is involved with the onward and opposite flow of - 

a) Goods  

b) Services  

c) Cash  

d) All of the above   

4.  The main decision areas in supply chain m anagement - 

a) Planning, Production, Distribution, Inventory  

b) Location, Production, Inventory, Distribution  

c) Marketing, Location, Production, Distribution  

d) Production, Scheduling, Inventory, Planning  

5.  The process of logistics is  -  

a) Planning   

b) Implementing   

c) Controlling  

d) All of the above  

C. State Whether the Following Statements A re 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  

 COLOUMN A   COLOUMN  B  

1 Integrated make -
to-stock model  

A In this the company assembles the 
component s to produce finished goods 

immediately upo n the receiving of the 
order.   

2 Build -to-order 
model  

B This model is a modification of build -to-
order model.   

3 Channel assembly 

model  

C This model is used to track client request in 

real time and production process, maintain 
finished goods inventory and storage of raw 

material . 

E.  Short Answer Questions  

1.  Define supply chain.   

2.  What is flow of supply chain?   

3.  What is logistics?  

4.  What is a marine service?  

5.  Draw a flow chart containing supply chain process.  

F.  Long Answer Questions   

1.  Explain various types of supply chain.  

2.  Deliberate the importance of supply chain.  

3.  Explain briefly about sub -sectors of logistics.  

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 procedure s 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 point 

of consumption. Its goal is to successfully meet the customerõs requirements. 

This process  includes inbound, outbound, internal and external movements.  

According to the Council of Logistics Management, logistics is the management 

process of planning, implementing, and controlling the physical and 

informational  flow concerned with material and final goods from the point of 

origin to the point of usage. International logistics involves the management of 

these resources in a company's supply chain across at least one international 

border.  

The aim of logistics is to plan and coordinate all those activities necessary to 

achieve desired levels of delivered service and quality at lowest possible cost. 

Logistics must therefore be seen as the link between the marketplace and the 

operating activit y of the business.  

The role of logistics is changing from warehousing and transportation to provide 

an integrated set of services  that delivers the right products,  in the right 

quantities,  right quality, at the right time all for the right cost. Basically, logistics 

has been divided in to two broad categories:  

Inbound logistics  is one of the primary processes of logistics concerned with in 

movement of purchased raw material from suppliers to company.  

Outbound logistics  is the movement of finished products from manufacturing 

unit (factory) to the end user (customer) . 

Functions of Logistics   

The functions of logistics are given in the following chart ( Fig.1.4): 

 

Fig. 1.4: Functions of Logistics  

Functions of  
Logistics 

Order  
Processing 

Inventory  
Control 

Warehousing  
 

Transportation 
Storage & 
Material  
Handling 

Logistical  
Packaging 

Information 
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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 th e customer.  

2.  Inventory control: Inventory control is the process of managing the 

inventory and striking a balance between the customer and the market.  

3.  Warehousing : Warehousing involves a place used for storage. The finished 

goods or raw materials are kept at this place. The features of warehousing 

areñ  

¶ Locality of warehouses and facilities.  

¶ Number of warehouses.  

¶ Size, mass or area of the warehouse.  

¶ Warehouse layout.  

¶ Ownership of warehouse.  

4.  Transportation: The physical movement of goods from one place to 

another is known as transportation of goods.  

5.  Storage and Material Management: The arrangement of goods in a 

specified area is known as storage material management.  

6.  Packaging: Packaging is the function of protecting the goods in the 

physical distribution process. It extends the life of the product without any 

damage.  

7.  Information: Information is shared from one person to another by using 

information technology tools.  

Logistics is the process of planning, implementing and controlling procedures  for 

the efficient and effective transportation and storage of goods.  

Importance of Logistics  

The success in logistics translates in business into higher efficiency, cheaper 

costs, higher production rates, better inventory control, more efficient use of 

warehouse space, higher customer and supplier satisfaction, and better 

customer experiences.  

Each of these elements has a big impact on how successful a business is. Keep 

in mind that logistics also incl udes handling returns to maximis e 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 orig in to the point of consumption. Major k ey 

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 c ost considerations.  

2.  Warehousing and Distribution:  Efficient storage and distribution facilities 

are crucial in international logistics. Warehouses play a key role in 

inventory management, and distribution centers help ensure timely 

delivery to customers.  

3.  Customs and Compliance:  Navigating customs regulations and 

compliance requirements is a critical aspect of international logistics. This 

includes dealing with import/export documentation, tariffs, trade 

restrictions, and compliance with international trade laws.  

4.  Inventory Management:  Managing inventory levels is essential to me et 

customer demand while minimis ing carrying costs. Companies need to 

strike a balance between having enough stock to meet demand and 

avoiding excess inventory that can tie up capital.  

5.  Information Management:  Timely and accurate information is crucial in 

international logistics. This includes tracking shipments, managing 

inventory levels and staying informed about regulatory changes. 

Technology, such as supply chain management software, helps in effective 

info rmation management.  

6.  Risk Management:  International logistics involves various risks, including 

geopolitical, currency fluctuations, natural disasters, and transportation -

related risks. Companies need to implement risk management strategies 

to mitigate these potential challenges.  

7.  Collaboration and Communication:  Effective communication and 

collaboration 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, optimis e 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 operating 

in the entire logistic process which are shown in  (Fig.1.5 ). 
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Fig.  1.5: Sub Sectors in Logistics  

The detail ed information about sub sectors of the logist ic sector is elaborated 

below as :  

S
U

B
 S

E
C

T
O

R
S

 I
N

 L
O

G
IS

T
IC

S
WAREHOUSING Places where  goods are stored

LAND TRANSPORTATION 

Movement of goods or people  
from one location to another 

on land

COLD CHAIN SOLUTIONS
Place to store  perishable  

items.

COURIER AND EXPRESS INDUSTRY
Services to move the shipment 

from one place to another

E COMMERCE 
Transaction of Buying or Selling 

online

PORT TERMINALS, INLAND CONTAINER 
DEPOTS AND CONTAINER FREIGHT 

STATIONS

Storage of containerised cargo 
as well as empties

AIR CARGO HANDLING
Freight is picked up and is sent 

on its way to the airport

FREIGHT FORWARDING AND CUSTOMS

Organises shipments for 
corporations to get goods from the 

manufacturer to a final point of 
distribution.

MARINE SERVICES, SHIPPING AND 
INLAND WATERWAYS

Seagoing vessels on voyages which are 
undertaken wholly or partly atsea

SUPPLY CHAIN 

Entire network of entities, directly or 
indirectly interlinked and 

interdependent in serving the same 
consumer or customer.

LIQUID LOGISTICS
Specialised in transporting and 

storing liquid chemicals
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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 specifically designed for storage  (Fig.1.6) . 

 

Fig.  1. 6: Warehousing - Storage and Packaging  

2.  Land Transportation (including commer cial vehicle drivers for cargo)  

Land transport  or  land transportation , 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 transportation subsector deals with consolidation of 

cargo, transportation and coordination of the transport network. Given the 

shortage of Commercial Vehicle Drivers especia lly in the Heavy Vehicle 

segment  (Fig.1.7).  
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Fig.  1. 7: Vehicles used in Land Transportation  

3.  Cold Chain Solutions  

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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Fig.  1. 8: Cold Storage and Cold Chain Solution  

4.  Courier and Express Industry  

Couriers are distinguished from ordinary  mail  services by features such as 

speed, security , tracking, signature, specialisation and individualis ation 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 impor tant 

enough to warrant the cost (Fig.1.9).  

 

Fig.  1. 9: Courier Services  

5.  E - Commerce (e ð logistics)  

The E -Commerce is flourishing as a result of increasing internet and 

mobile penetration, growing acceptability of online payments and 

favourable demographics.  E- Logistics is a dynamic set of communication 

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 th e 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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Fig. 1.10 (a): E - Commerce  

 

Fig.  1. 10  (b): E - Commerce Logistics  

6.  Port Terminals, Inland Container Depots  and Container Freight 

Stations  

A port  is 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 containeris ed cargo as well as empties. 

This means that hinterland customers can receive port services more 

conveniently closer to their premises  (Fig.1.11 (b)) .  

 

Fig.  1.11b): Inland Containers Depot  

Container Freight Station , a  facility where  freight  shipments are 

consolidated or de-consolidated 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 (oth er 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 and its Handling  

8.  Freight Forwarding and Customs:  

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  highway (Fig.1.13).  

Customs Departments 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.  

 

Fig.  1. 13 : Coordination of F reights  
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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 at Sea P ort  

The term ôshippingõ 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 ôshippingõ 

is that the shipping industry has beco me more complex, as well as more 

dynamic (Fig.1.15) . 

 

Fig. 1.1 5: 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 d elivery to the end user. The supply 

chain segment involved with getting the finished product from the 

manufacturer to the consumer is known as the  distribution channel 

(Fig.1.16) . 

 

Fig. 1.16: Components of Supply Chain  

11.  Liquid Logistics  

Liquid  logistics  is a specialized material -handling and transportation 

discipline that is used when moving liquid products through a  supply 

chain (Fig.1.17) .  

 

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, perform ance 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 a s 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 cert ain 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  effect iveness  on overall 

manufacturing production as well as outbound logistics activities. The 

collaboration between th ese two functions must be utiliz ed effectively while also 

maint aining high levels of synchroniz ation 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 functi on of transportation, warehousing, internal movement, of 

the same g oods, 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 ).  

 

 

Fig. 1. 18 : Correlation of Subsectors  

 

Activities  

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  

 

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 
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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  

5.  Ensure about your work completion  

6.  Discuss with the classmates in front of your teacher.  

7.  Handle quarries asked by the classmates.  

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

class.  

9.  Submit the chart to the teacher.  

Activity 2: Draw a chart to correlate the logistics with warehousing  

Material required: Check list, Notebook, pen /pencil, drawing sheet, color 

pencils.  

Procedure:  

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.  

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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5.  Ensure about your work completion  

6.  Discuss with the classmates in front of your teacher.  

7.  Submit that chart to your teacher.  

8.  Teacher should display that chart in class . 

 

Check Your Progress  

A.  Fill in the Blanks  

1.  ____________________ is the act of storing goods.  

2.  Movement of goods from one place to another is called as 

____________________ transportation. 

3.  Warehouse is an important activity of ____________________ function.  

4.  A____________________ cold chain is a temperature -controlled supply chain.  

5.  ____________________ is a dynamic set of communication computing 

technologies that transform key logistical process.  

6.  A ____________________ is a place alongside navigable water with facilities 

for loading and unloading of ships.  

B.  Multiple Choice Questions  

1.  Logistics is the process of  

a) Planning,  

b) Implementing  

c) Controlling  

d) All of The Above  

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

product?  

a) Industrial Packaging  

b) Logistical Packaging  

c) Both (a) and (b)  

d) Only  (a) 

 

3.  How many sub ð 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  

c) Environment  

d) None of the above  

5.  Air cargo comprises                                

a) air freight  

b) air express   

c) airmail  

d) All of the above  

C. State Whether the Following Statements are True or F alse  

1.  Warehouse cannot store goods.  

2.  Supply chain and logistics are correlated with each other.  

3.  The term ôshippingõ has evolved from its original relationship to ships and 

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

between two points.  

4.  Marine services  are port -related activities  

5.  Customs Departments are the government designated authority to 

implement the policies  

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

D.   Match the Columns  

 COLOUMN A   COLOUMN  B  

1 Transportation  A The arrangement of goods in a 
specified area is known as storage 

material management.  

2 Storage and Material 

Management  

B Information is shared from one 

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?  

F. Long Answer Questions  

1.  What is a marine service?  

2.  Difference between warehousing and logistics?  

3.  What is difference between land logistics and liquid logistics?  

G. Check Your Performance  

1.  Draw a chart containing list of subsectors in logistics?  

2.  Draw a chart containing supply chain process.  

 

Session 3:  Fundamentals of Warehousing  

Any goods whether raw material or finished goods have to be stored during the 
course of production consumption or delivery. While going from a manufacturer 

to the final consumer, a product gets transferred at various levels and it has to 
be stored and transported from on e level to another(  fig. 1.19).  

 

Fig.  1.19 : Warehousing at Different Stages  

 

Manufacturer  Distributor   Retailer  Consumer   

Warehouse 
/Storage   

Warehouse 
/Storage   

Warehouse 
/Storage   

Transportation  Transportation  Transportation  
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This process of storage is termed as warehousing, and the place where the goods 

are stored is known as a ôwarehouseõ. So, we can say;  

òWarehouse is a planned commercial space for well -organised storage and 
management of productsó.  

òWarehousing is the process of storage, handling and management of goods in a 
warehouse.ó  

Warehousing is an important function of logistics. Warehousing facility is availed 
by a trader, manufacturers, exporters, importers, transporters, agriculturists , 
etc. Thus, it can be said that warehouse provides storage solutions for number 

of clients having extensive range of products. There are specialis ed warehouses 
for specialis ed kind of products.   

A place where inventories are stored is called as warehouse. Warehousing means 

maintaining raw material of stock, spare  parts, components, fuels, work -in -
process, finished goods, etc., in a convenient location and from there, retrieving 

the stock when required. It is the sorting of finished goods until they are sold. It 
is a part of development of facility structures. It is an important component of 
logisti cs as it is linked to the firmõs ability to deliver the services to customer.  

According to  Collins English Dictionary , it is defined as:  

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

According to R.E Murphy ,  

òWarehousing is concerned with storing function in the channel of distribution of 
goodsó.  

Need of Warehousing   

Storage is an essential activity for many business houses. Goods are stored to 
avoid sudden shortage. In order to avoid the situation such as price rise or 
sudden surge in demand, warehousing of goods is a good scheme. Raw material 

also needs to be stored for production cycle during off seasons. Thus , 
warehousing is needed:  

¶ To safeguard against the condition of loss of production.  

¶ To achieve the fundamental of mass production to reduce overall cost.  

¶ To acquire in bulk and store instead of buying in small batches and pay 

more.  

¶ To provide sufficient stock during the uncontrollable situations such as 

sudden price rise or variations in demand and supply.  

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

¶ To provide a safe storage environment to the goods with a guard from 

damage, deterioration and unauthorisation . 

¶ To keep proper inventory record.  

https://www.collinsdictionary.com/dictionary/english/warehousing
https://www.collinsdictionary.com/dictionary/english/warehousing
https://www.collinsdictionary.com/dictionary/english/warehousing
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¶ To enhance companyõs goodwill with efficient warehouse handling systems.  

Benefits of Warehousing  

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

¶ Location advantage  ð it provides a central location for storing and 

distributing products. This location is generally on a reasonable distance 

to the supplier and the buyer.  

¶ Storage benefits  - goods can be stored in a controlled and safe location. 

Even if the consumable good are of seasonal use they can be produced 

during the whole year and can be stored for sale during the season of 

demand.  

 

Fig . 1. 20 : Benefits of Warehousing  

¶ Consolidation ð goods from number of suppliers can be received in one 

warehouse and can be transported as a single bulk consignment to the 

buyer.  

¶ Value addition operation  - Value addition of the products such as 

packaging and labelling is also done in the warehouse to reduce the 

operational time.  

¶ Economic Benefits  - Warehouses provide economies of scale (benefit of 

large -scale production) to the manufacturer and buyer. This reduces their 

cost of operations.   

¶ 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 smoot h functioning of supply chains 
(Fig. 1.21)  

1.  Storageñkeeping goods in a safe and secured environment.  

2.  Safetyñto ensure damage free and error free storage environment.  

3.  Utilisation of resources ñfor effective distribution of stored material.  

4.  Facing unprecedented conditions ñ For overcoming the situations, such 

as, sudden shortage of raw material.  

 

Fig . 1. 21 : Aims of Warehousing  

PRINCIPLES OF WAREHOUSING  

An effective warehousing should be based on the following principles:  

1.  Utilis ation of space  - Complete space in wa rehouse should be utilis ed and 

no 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.  

3.  Process orders speedily  - Faster order processing of a company largely 

depends upon the  efficient warehousing system. The process of receipt, 

Storage Safety

Effective 
Resource 

Utilization

Unprecedented 
situations  
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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 (Tur n-around Time) should be minimis ed so as to achieve 

efficiency of operation.  

5.  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.  

6.  Warehousing works in a system  - Warehousing is an important aspect of 

the supply chain. All other as pects of supply chain, such as l ogistics, 

materials management, physical distribution work hand in hand with each 

other and no function can work in isolation. All components have to work 

together in consensus to ensure successful completion of the logistics 

process.  

The basic motive of warehousing is to store goods. There are various other 
activities also like value addition, packaging, labelling, that are conducted in a 

warehouse.  Warehousing operations involve successful completion of all allied 
functions along wit h the storage. Thus, we can say warehousing is a complete 

functional system. There are different types of warehouses depending upon the 
type of goods they store and type of facilities they offer.   

JOB OPPORTUNITIES IN WAREHOUSING  

Job opportunities in warehousing span a wide range of roles and responsibilities, 
catering to various skill sets and levels of experience.  Following are the job 
opportunities in warehousing:  

1.  Warehouse Worker/Associate : These employees are responsible for tasks 

such as receiving, storing, picking, packing, and shipping goods within the 

warehouse.  

2.  Forklift Operator : These employees are responsible for operating forklifts 

and other material handling equipment to move goods within the 

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 performing 

routine maintenance and repairs on warehouse equipment and facilities to 

ensure smooth operations.  

8.  Warehouse Clerk/Administrative Assistant : These employees are 

responsible for handling administrative tasks such as data entry, filing 

paperwork, and assisting with customer inquiries.  

9.  Safety Coordinator : These employees are responsible for implementing 

and enforcing safety protocols to prevent accidents and ensure a safe 

working environment for all warehouse staff.  

10.  Supply Chain Analyst : These employees are responsible for analyzing data 

to optimize inventory levels, streamline processes, and improve overall 

efficiency within the warehouse.  

 

Activities  

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

Material Required: Checklist, Notebook, pen /pencil .  

Procedure:  

1.  Plan a visit to a  warehouse .  

2.  Greet the warehouse managers and executives including all who were 

present there . 

3.  Note down the activities of warehouse . 

4.  Understand the fundamental aspects of warehousing with  the help of 

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 Integratio n 

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 . 

Activity 2: Identi fy the needs of warehousing in the  given situations . 

Material required: Notebook, pen /pencil,  

Procedure:  

1.  Visit at least three different types of warehouses  

2.  Greet the warehouse managers and executives including all who were 

present there  

3.  Request people to explain the needs of warehousing  

4.  Note down the needs of warehousing review with friends and finalize in 

consultation with the executives.  

a) To safeguard against the condition of loss of production.  

b) To achieve the fundamental of mass production to reduce overall cost.  

c) To acquire in bulk and store instead of buying in small batches and pay 

more.  

d) 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.  

f) To provide a safe storage environment to the goods with a guard from 

damage, deterioration and un -authorisation.  

g) To keep proper inventory record.  

h) To enhance companyõs goodwill with efficient warehouse handling 

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  

d) Value addition operation  

e) Economic Benefits  

4.  Prepare a short report on it . 

5.  Submit the report to the class teacher . 

6.  Teacher will analyses the report and write the comments . 

 

Check Your Progress  

A.  Fill in t he B lanks  

1.  The process of storage is termed as ______________ and the place where the 

goods are stored is called as ____________________ 

2.  There are ____________________ warehouses for specialized kind of products.  

3.  Goods from number of suppliers can be received in one warehouse and can 

be transported as a single bulk consignment to the buyer. This is called 

as_____________________ 

4.  The time between receipt of order and delivery of order is called as 

______________________ 

2.  Warehouse is an important activity of ____________________ function.  

B. Multiple Choice Questions  

1.  Storage 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  

b) Storage  

c) Service  

d) All of The Above  

4.  The basic motive of warehousing is  

a) Store goods  

b) Loss Goods  

c) Damage goods  

d) None of the above  

5.  Warehousing facility is availed by a  

a) Trader  

b) Manufacturer  

c) Importer  

d) All of the above  

C. State Whether the Following Statements Are True or False  

1.  Warehouse provides storage solutions for number of clients.  

2.  Packing is not a function of warehouse.  

3.  Warehousing is an integral part of logistics.  

4.  Warehousing works as a system.  

5.  Effective resource utilization is not an aim of warehousing.  

D.   Short 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. But there are various 

other activities that take place in a warehouse such as security, processing, value 

addition like packaging etc. , so, in broad terms these functions are also included 

in warehousing. It is very important to understand the various functions 

performed in the warehouse.   

Following are the three primary functions  performed in a warehouse:   

Storage Function   Movement Function  Information 

Management   

¶ Stock of products at 

the warehouse   

¶ Order /Consignment  

¶ Shipping  

¶ Receiving  

¶ Put-away  

¶ Location at 

selected place   

¶ Rearranging 

goods  

¶ Relocating using 

transport vehicle   

¶ Receipt of goods 

from production 

place  

¶ Shifting to the 

warehouse  

¶ Record keeping  

¶ Documentation  

¶ Application of 

information 

technology and 

software for 

information 

management.  

Fig. 1. 22: Secondary Functions of a W arehouse  

The secondary functions (fig. 1. 22) of warehouse are as follows:  

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 ð 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 checked for 

damages or maintenance in warehouse. Preventative and corrective 

measures are implemented accordingly on the products. Example ð Anti -

termite treatment on wooden products, Pest control treatment on agro -

based products, and antirust coating on iron/metallic  products .   

5.  Breaking the Bulk - Goods are generally received in bulk inside a 

warehouse. These are distributed in small batches as and when required 

by the distributor. The breaking of the bulk lot into small batches is termed 

as ôbreaking the bulkõ.  

6.  Consolidation - Small lots of goods are combined to form single big lot. 

Warehouses often act as a consolidation point where supplies from various 

suppliers are collected and combined into single lot for further 

transportation to a single buyer.   

7.  Identifying - Warehouse receive s goods and identify them to store at a 

particular location and space suitable for inventory.  

8.  Holding: Holding of goods is a major function of warehouse. Goods 

received in warehouse for further transportation after some time. But 

sometime s due to different reason s, goods remain idle in the warehouse.  

9.  Assembling: Warehouses often act as an assembly point where supplies 

from various suppliers are collected and combined into single lot for further 

transportation to a single buyer.  

Classification of W arehouses  

There are number of ways in which warehouses can be classified. The selection 

of warehouse is based on consideration of several factors such as type of product, 

location, structure etc.  ,(fig. 1. 23).   
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Fig.  1. 23 : Classification of a Warehouse  

 

 

Classification of 
Warehouses

Classification On The Basis 
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Of Products Handled 

Refrigerated Warehouse
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Special Commodity 
Warehouse
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Warehouses

Market Centered 
Warehouses
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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 paid to 

the warehouse. Central Warehousing Corporation is an example of such 

warehouse s in India. This is the  best warehousing agency in India, it 

operates 438 warehouses across the country.    

c) Cooperative Warehouse: These are owned, controlled and managed by 

cooperative societies. These provide storage space to members on a 

nominal fee.  

d) Leased Warehouse: Leased warehouse is a warehouse which can be hired 

(whole premises) on lease or rent as and when required.  

CLASSIFICATION ON THE BASIS OF STRUCTURE   

a) Classical Warehouse: It is a single building divided in rooms/section s 

through concrete walls. It is  a common form of warehouse.  

b) Silo  Warehouse: These are vertical units with options to store bulk items. 

Use of mechanical devices is highly prevalent. These are used for bulk 

storage of grain, cement, carbon black, coal, woodch ips, food products and 

sawdust ( fig.  1.24).  

 

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.  1.1 25).   
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Fig.  1.1 25 : A Portable Warehouse  

CLASSIFICATION ON THE BASIS OF PRODUCTS HANDLED  

a) Refrigerated  Warehouse: It is a temperature -controlled warehouse 

specifically set up to store for perishable items. Generally processed foods, 

agricultural commodities, pharmaceutical products and cut flowers are 

stored in this type of warehouse  (fig.  1.26).  

 

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): Bulk Warehouse.  

c) Special Commodity Warehouse: These are used to store specialised goods 

such as tobacco, cotton, wool, wheat, etc. These may be temperature and 

pressure controlled, depending upon the requirement ( fig. 1.28).  

 

Fig . 1. 28 : Specialised Tanks for Storing Natural Gas  

d) General Merchandis e Warehouse: Goods which do not require any special 

storage facilities are stored in these warehouses. For example:  tires, 

rubber mats, etc., it has racks or shelves for stacking items or it can ha ve 

a big hall for storing goods (fig.  1.29).   
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Fig . 1. 29 : General Merchandise Warehouse  

CLASSIFICATION ON THE BASIS OF OPERATIONS   

a) Manual Warehouse: This warehouse uses manual handling of goods. 

Manpower rather than machines is used in this warehouse. Thus, the time 

and cost of operations is high.  

b) Mechanised  Warehouse: This warehouse uses machines for handling and 

storage operations. Cranes, forklift trucks conveyer belts and mechanical 

movers  are used in place of man 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, s pares 

and intermediate supplies ( fig.  1.31).  

 

 

Fig. 1.31: Production Centered Warehouse  

b) Market Centered Warehouses : These are located near to the market area 

or distribution centers. These are generally used to store final products 

and  spares for after sales service  (fig.  1.32).  

 

 

Fig . 1. 32 : Market Centered Warehouse  

Features :  

1.  Processing, packaging and shipping orders accurately .  

2.  Inspecting products related to defects and damages . 

3.  Examining in coming  and outgoing shipments .  

4.  Organising  and maintaining inventory .  

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

7.  Checking, verifying and filling customer invoices .  

8.  Abiding  by all company safety and hygiene regulations .  

9.  Contributing  ideas on ways to improve or optimise  warehousing 

procedures.  

10.   Keeping  warehouse clean and organis ed daily .  

WAREHOUSE CLAIMS COORDINATOR  

The claims coordinator is responsible for receiving notices of injury 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 st atements from witnesses.  

DUTIES OF W AREHOUSE CLAIMS COORDINATOR  

The duties of a warehouse claims coordinator typically involve managing and 

overseeing the process of filing and resolving claims related to damaged, lost, or 

delayed shipments. Here's a breakdown of the responsibilities commonly 

associated with this role:  

1.  Receiving Claims:  Receiving  and review ing  claims submitted by 

customers, carriers, or other stakeholders regarding damaged, lost, or 

delayed shipments.  

2.  Necessary Documents:  Ensuring  all necessary documentation, such as 

proof of delivery, inspection reports, and photographs, is provided with 

each claim.  

3.  Documentation and Record Keeping:  Maintain ing  accurate records of 

all claims received, including relevant details such as claimant 

information, shipment details, and the nature of the claim.  

4.  Investigation and Evaluation:  Investigating  the circumstances 

surrounding each claim to determine its validity and assess liability.  

5.  Communication:  Liaise with internal stakeholders, such as warehouse 

managers, customer service representatives, and logistics personnel, to 

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 managing 

and resolving claims related to damaged, lost, or delayed shipments.  Following 

are the responsibilities of Warehouse Claims Coordinator:  

1.  Receiving and Processing Claims: Receiving  and document ing  claims 

submitted by customers, carriers, or other parties regarding damaged, lost, 

or delayed shipments. They also review claim submissions to ensure all 

required information and documentation are provided.  

2.  Documentation Management:  Maintain ing organis ed and accurate 

records of all claim -related documentation, including claim forms, 

supporting evidence, correspondence, a nd settlement agreements. 

Ensuring  proper documentation is stored and archived in compliance with 

company policies and regulatory requirements.  

3.  Investigation and Assessment:  Investigating  the circumstances 

surrounding each claim to determine the cause and extent of the loss or 

damage. Gather ing  evidence, such as photographs, inspection reports, and 

shipment tracking data, to support the investigation process. Assess the 

validity of claims and determine the appropriate course of action based on 

the findings.  

4.  Communication and Coordination:  Communicating  with internal 

stakeholders, including warehouse staff, customer service representatives, 

and logistics personnel, to gather information and coordinate claim 

resolution efforts. Liaise with external parties, such as customers, carriers, 

insurers, and regul atory agencies, to facilitate the resolution of claims and 

provide updates on claim status.  

5.  Claim Resolution : Negotiating  settlements with claimants, carriers, or 

insurance providers to resolve claims in a f air 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 submit ting  required reports on claim activity, including 

claim volumes, trends, and resolution outcomes, to management and 

regulatory authorities as necessary.  

8.  Continuous Improvement:  Identify ing  opportunities to improve the 

efficiency and effectiveness of the claims management process, such as 

implement ing automation tools, standardiz ing procedures, or providing 

training to staff. Proactively address root causes of claims and implement 

corrective actions to prevent recurrence in the future.  

 

Activities  

Activity 1:  Identify the types of warehouses in a given situation  

Material Required: Notepad , pen /pencil  

Procedure:  

1.  Consider yourself to be the trader of following products  

2.  Take a group of six students from class give them below mention 

products  

3.  Then give them pen and notepad  

4.  Ask them - What type of warehouse would you use for the storage of 

each? 

a. Cold drink - ___________________________ 

¶ Write the function of above warehouse . 

b.  Sand - ________________________________ 

¶ Write the function of above warehouse . 

c. Natural gas - __________________________ 

¶ Write the function of above warehouse . 

d.  Garments -____________________________ 

¶ Write the function of above warehouse . 

e. Pickles -______________________________ 

¶ Write the function of above warehouse  
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f. Newspaper -___________________________ 

¶ 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:  

1.  Enlist the types of goods stored in a warehouse  

2.  Draw a table containing various types of warehouses  

3.  List the goods on the basis of warehouses.  

a) Raw Materials  

b) Components and Parts  

c) Finished Goods  

d) Perishable Goods  

e) Non-Perishable Goods  

f) Bulk Goods  

g) Hazardous Materials  

h) Temperature -Sensitive Goods  

4.  Submit the chart to the teacher.  

5.  Ensure about your work completion  

6.  Discuss with the classmates in front of your teacher.  

7.  Write the conclusion of it.  

 

Check Your Progress  

A.  Fill in the B lanks  

1.  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  ___________________________. 

5. __________________ 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) It is always same.  

d) Both a & B  

2. Warehouse layout objectives are:  

a) Storage  

b) Cubic capacity utilization  

c) Protection  

d) Both b and c  

3. Following is not a part of warehousing layout  

a) Arrival bay  

b) Manufacturing bay  

c) Storage bay  

d) Shipping/departure bay  

4. Natural gas is stored in  

a) Silo  

b) Specialty warehouse  

c) Bulk warehouse  

d) Refrigerated warehouse  

5. Major function of warehouse is  

a) Storage  

b) Protection  

c) Value addition  

d) All the above  

C. State Whether the Following Statements Are True or false  

1.  Silo is used for storage of grains.  

2.  Layout is not important for warehousing.  

3.  Public warehouse is owned by Government  

4.  Space is not a constraint for warehouse.  

5.  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?  

2. Explain the concept of Assembling?  

3. What is the meaning of portable warehouse?  

4. Explain about refrigerated warehouse?  

5. Define general merchandised warehouse.  

6. What do you mean by merchandised warehouse?  

E.  Long Answer Questions  

1.  What are the characteristics of a good warehouse?  

2.  Discuss how Silo is different from classical warehouse.  

3.  Special commodities like cut flowers are stored in which type of warehouse 

and why?  

4.  Discuss in brief the classification of warehouses based on the nature of 

products they store.  

5.  What is the difference between public, private and leased warehouse?  

6.  How would you discriminate between market centered and production 

centered warehouse?  

F.  Check Your Performance  

1. Draw a chart showing various categories of warehouse.  

2. Draw a chart showing various  functions of warehousing.  
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MODULE  2 
WORK SCHEDULE AND CLAIM 

FORMS  

 

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 minimis ed. 

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

larger operations a human resources manager or scheduling specialist may be 

dedicated to create and maintain the schedule. A schedule by this description is 

sometimes referred to as  workflow.  A feasible system is used to ensur e the work -

flow by scheduling specific working hours.  

A claim form is a formal request to a warehouse or third party insurer asking for 

a payment based on the terms of the policy or contract of agreements.  

Most important part of the job  profile of a Warehouse Claims C oordinator 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 claim s 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. C laim 

Processing and Inspection C hecklist 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 bas ed 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 c laim 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:  

¶ 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 manner.  

¶ To understand the different types of claim forms, their specific purposes, and how 

to accurately fill them out to ensure all necessary information is captured.  

¶ To gain the skills to prepare for claim resolution by gathering all relevant 

documents, verifying details, and organizing information to facilitate a smooth 

and efficient resolution process.  

¶ To earn how to prioritize claim processing based on urgency, complexity, and 

other relevant criteria to ensure that claims are handled in an efficient and fair 

manner.  

Module  Structure  

Session 1:  Work Schedule  

Session 2:  Type o f Claim Forms  

Session 3:  Preparation f or Claim Resolution  

Session 4:  Prioritization o f Claim Processing  

Session 1:  Work Schedule    

Work schedule  is a statement which includes the list of employees, their location 

and work assigned for a day, a week or a  month as per shift plan (Fig.2. 1) created 

by manager or supervisor. Daily work schedule is usually prepared in 

chronological order and weekly and monthly schedules are made in alphabetic 

order. It records the expected start and end time of the work shifts and ensures 

availability of employees.  

A work 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 

tim etable 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 ma y be analysed daily, weekly and / or monthly .  

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

 

Fig.  2.1: Work Schedule Template  

NEED OF WORK SCHEDULE  

Work schedule is required for successful operations at a warehouse and very 
much important for a Warehouse Claims Coordinator as he /she has to prioritis e 

the claims and co ordinate well to avoid pendency . Any negligence on the part of 
Warehouse Claims Coordinator can cost company serious financial losses and 
put it into legal hassles.  

Work Scheduling is an  important part of any business activity especially at 
warehouses  as they are shift -based organisation (Fig. 2. 2). For a warehouse 
accurate work scheduling helps in:  

a) Smooth running of warehouse operations.  

b) Better organis ation and planning of claim activities .  

c) Easier t racking of performance of warehouse staff .  

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

changes . 

e) Easy communication to warehouse staff . 

f) Avoiding j umbling and overlapping of works .  

g) Fixation of time for completion of each job . 



` 

PSS CENTRAL INSTITUTE OF VOCATIONAL EDUCATION (NCERT), BHOPAL  

 

55
 

Warehouse Claims Coordinator - Grade  XI 

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.  

 

Fig.  2. 2: Shift Work Calendar for the Y ear  

Creating a work schedule for a warehouse claims coordinator involves 
considering various factors  

such as the workload, shift timings, team size, and the nature of the claims being 
handled. Following are the general outline to help warehouse coordinator to 
create a work schedule : 

1.  Identify Workload Patterns : It is beginning by analys ing the workload 

patterns over different days or times of the week. This analysis will help 

you determine peak hours or days when more staff is required.  

2.  Define Shift Timings : It is b ased on workload analysis and operational 

requirements, define the shift timings. For a warehouse claims coordinator, 

shifts may vary depending on the warehouseõs operating hours and the 

need for coverage during peak times.  

3.  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 a llow for some 

flexibility in the schedule to accommodate unforeseen circumstances or 

last -minute changes. This could include having on -call staff or a system 

for shift swaps among team members.  

8.  Use Technology : Warehouse Claims Coordinator should consider  software 

or apps to streamline the scheduling process and facilitate communication 

among team members.  

ELEMENTS OF WORK SCHEDULE  

The elements of a work schedule can vary depending on the nature of  the work, 

industry, and organis ational requirements. However, a typical work schedule 
typically includes the following elements:  

1.  Employee Information : This section includes basic information about the 

employees scheduled, such as their names, employee IDs, positions, and 

contact information.  

2.  Shift Dates and Times : The schedule specifies the dates and times for 

each shift. This includes start and end times for each workday, as well as 

any breaks or meal periods.  

3.  Shift Assignments : It indicates which employees are assigned to each 

shift. This could be indicated by employee names, IDs, or other identifiers.  

4.  Days Off : The schedule should clearly designate the days off for each 

employee, indicating when they are not scheduled to work.  

5.  Work Locations : For organis ations with multiple locations or 

departments, the schedule may specify where each employee is expected 

to work during their shift.  

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.  



` 

PSS CENTRAL INSTITUTE OF VOCATIONAL EDUCATION (NCERT), BHOPAL  

 

57
 

Warehouse Claims Coordinator - Grade  XI 

8.  Shift Rotation : For organis ations 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 customis ed depending on the nature o f business of an 
organisation. Some basic points on work schedule are as under:  

¶ Daily Work Schedules : The smallest unit of the work schedule is the Daily 

Work Schedules . The authoris ed working times for a particular day are 

recorded in the daily work schedules. These times include fixed working 

times and flextime as well.  

¶ Break schedule:  At some organis ations separate break schedule is also 

prepared which shows the break time allotted to departments/staff.  

¶ Combination of both working days and days off (for example Monday to 

Friday = work; Saturday and Sunday = days off). This pattern of working 

and non -working days repeats itself within a fixed period of time or repeats 

as rotating shifts within a particular  number of weeks.  

¶ It is also assigned to a public holiday calendar so that it can be applied to 

a specific calendar month.  

Employee Work Schedule software is now widely adopted by warehouses. In 

this mode a computer software or system generates the work schedule  (Fig. 
2.3) by applying work schedule rule to a calendar. The concrete working times 
for employee groupings and individual employees are based on these work 

schedules.  

 

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/organis ation.  

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

c) It is easy to insert an employeeõs 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 dates, 

to certification renewal dates can be included.  

e) Daily view shows all shift and time off jobs allotted to each employee for 

each day in the specified period.  

f) Shift view shows employee staffing for each shift along with reporting 

summary for each job position.  

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

in a department similar to a calendar or monthly planner.  

h) Task view shows  all task assignments in a shift.  

The biggest benefit of using a computer or system enabled work schedule is that 
best employees for shifts based on availability, labour cost, work hour limits or 

other criteria can be selected by watching tr ack record any time of the day. Thus 
preparation of work schedule gives clarity about the daily assignments which 

needs to be done by a warehouse claims coordinator and improves productivity 
of entire system.  

Activities  

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

Material Required: Internet connection , colored d rawing sheets,  colored 

pencils /sketch pens.  

 Procedure:  

1.  Divide class in four groups.  

2.  With the help of websites of warehouses find out the format of work 

schedul es followed by different organis ations.  

3.  With the help of material provided to you , prepare an attractive chart 

mentioning the elements of the Work Schedule followed by particular 

organis ations.  

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 learning s within group.  

6.  Present your chart in the class.  

7.  Exchange information from other groups.  

8.  Conclude the acti vity by mentioning the learning s from the activity.  

Activity 2 : Perform Role-Play - Creating a Work Schedule  

Materials Required:  Whiteboard or chart paper , Markers , Printed copies of Fig. 

2.1 and Fig. 2.2 (optional) , Pens/pencils . 

Procedure:  

1.  Divide the class into small groups, assigning each group a role: warehouse 

claims coordinators, warehouse managers/supervisors, and warehouse 
staff.  

2.  Provide each group with a copy of Fig. 2.1 and Fig. 2.2 to reference during 
the activity.  

3.  Instruct the warehouse claims coordinators to identify workload patterns, 

define shift timings, allocate resources, and consider rotation, breaks, and 
communication methods.  

4.  Instruct the warehouse managers/supervisors to oversee the scheduling 

process, ensure fairness, and provide guidance as needed.  

5.  Instruct the warehouse staff to review and provide feedback on the 

proposed work schedule.  

6.  Allow the groups to collaborate and create a work schedule for the 
warehouse claims coordinator position.  

7.  Encourage discussion and negotiation among the groups to address any 
conflicting scheduling preferences or concerns.  

8.  Remind students to consider factors such as workload, shift timings, team 

size, and nature of claims.  

9.  Studentõs 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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2.  A _________________ schedule is usually prepared in a chronological way.  

3.  A weekly  or monthly  schedule is usually ordered __________________  

4.  At warehouses work schedule is often created by a ____________________  

5.  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 a 

warehouse claims coordinator?  

a) Ensuring availability of employees  

b) Reducing supervision time  

c) Increasing confusion among workers  

d) Controlling labour costs  

2.  What is the primary purpose of creating a work schedule for a warehouse 

claims coordinator?  

a) To increase legal hassles for the company  

b) To ensure smooth running of warehouse operations  

c) To reduce the number of tasks assigned to coordinators  

d) To decrease employee productivity  

3.  What is one factor to consider when defining shift timings for warehouse 

claims coordinators?  

a) Employee IDs  

b) Weather conditions  

c) Operational requirements  

d) Employee hobbies  

4.  Which element of a work schedule specifies where each employee is 

expected to work during their shift?  

a) Shift Dates and Times  

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 reporting 

summary for each job position.  

3.  Break Schedule reflects summary of breaks allotted to staff.  

4.  The smallest unit of the work schedule is the Weekly  Work Schedules . 

5.  Work schedule helps in smooth running of warehouse operations.  

D.  Match the Columns  

 Column A   Column B  

1 Calendar view  A Employee staffing for each shift along with 

reporting summary for each job position.  

2 Shift view  B All shift and time off jobs allotted to each employee 

for each day in the specified period.  

3 Daily view  C Shows all assignments in a Shift.  

4 Task view  D Similar to a monthly planner.  

E. Short Answer Questions  

1.  What is a work schedule?  

2.  Explain the need of work schedule.  

3.  State the elements of work schedule.  

F. Long Answer Questions  

1.  What are the features of work schedule of a warehouse claims      

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.  

So, it is said that a claim form is a formal request to a warehouse asking for a 

payment based on the terms of the contract or agreements. In case of claim the 

warehouse claim coordinator facilitates the proceedings, reviews the claim for its 

validity and then files the recor d of the claim forms once it is 

approved/disapproved.  

NEED OF CLAIM FORM  

Claim forms  are the  basic document or backbone of c laims department. Without 

them it is not possible to address any claim. It serves several important purposes 

in various contexts, including insurance, legal, and administrative processes. 

Need of claim forms can be given in the following points:  

1.  Documentation : Claim forms provide a standardis ed format for 

documenting details related to a claim. This documentation is essential for 

maintaining accurate records and facilitating communication between 

parties involved in processing the claim.  

2.  Information Gathering : Claim forms gather essential information about 

the claimant, the nature of the claim, and any relevant circumstances 

surrounding the claim. This information helps assess the validity of the 

claim and determine the appropriate course of action.  

3.  Verification : Claim forms often require claimants to provide supporting 

documentation or evidence to verify the validity of their claim. This 

verification process helps prevent fraudulent claims and ensures that 

claims are processed fairly and accurately.  

4.  Legal Compliance : In many cases, filing a claim requires adherence to 

legal or regulatory requirements. Claim forms help ensure compliance with 

these requirements by capturing necessary information a nd 

documentation in a standardis ed format.  

5.  Efficiency : Standardis ed 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.  
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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 a nd 

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 legal 

proceedings related to the claim.  

8.  Decision Making : Information collected on claim forms informs decision -

making processes related to the handling and resolution of claims. This 

includes assessing liability, determining coverage, calculating damages, 

and issuing payments or benefits.  

9.  Customer Service : Providing claim forms to claimants demonstrates a 

commitment to customer service by offering a clear and accessible process 

for initiating and resolving claims. Clear instructions and guidance on 

claim forms can also help alleviate any confusion or frustr ation 

experienced by claimants.  

10.  Risk Management : By documenting claims in a systematic manner, 

claim forms support risk management efforts by identifying trends, 

patterns, or recurring issues that may require further investigation or 

mitigation measures.  

ELEMENTS OF CLAIM FORM  

Elem ents of the claim form (Fig. 2.4 ) typically  include s the following fields which 

need to be completed by claimant. The form may vary depending on industries 

but these are some of the main components.  

1.  Date & time: This provides information about the date and time the claim 

was made by the claimant and used to check if it is made within the 

specified time.  

2.  Claimant claim number: This is a unique reference number allotted to 

the particular claim and provides information of the progress of the claim 

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 section 

provides details of the claimant or the representative such  as bank 

account, name of bank, IFSC code , etc. to make payments if the claim is 

settled in cash instead of goods.  

7.  Reason of claim: This section provides information about the reason 

whether it is a damage claim or missing claim or loss of goods claim.  

8.  Details of damaged or missing goods: This section gives details of the 

damaged/missing goods with quantity and condition of the goods and a 

value of those goods.  

9.  Supporting document of evidence or the information provided:  This 

section provides the supporting documents such as documents which 

provide valuation of goods, documents detailing the occurrence of damage 

or theft, documents detailing the condition of damaged goods, 

transportation documents and any other documents of the claimantõs 

identity.  

10.  Signature and contact details of claimant or representative : The form 

is signed by the claimant along with his /her  details and designation.  
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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 customerõs goods the insurance service directly pays the 
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customer for the loss incurred.  As warehouse ownerõs legal liability policy 

only pays a customer if the warehouse operator has been negligent in 

caring for a customerõs goods.  

 

Fig.  2.5 : Goods Insurance Claim/Liability C ertificate  

Source: Colvins ( https://shorturl.at/ftH37 ) 

2.  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 fo r 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  

¶ Contents  

¶ Stock in Trade  

¶ Business Interruption  

¶ Theft & Money Insurance  

¶ Public Liability  

¶ Glass Breakage  

¶ Employee Dishonesty  

¶ Marine Transit Insurance  

¶ Machinery Breakdown  

¶ Management liability  

¶ Cyber Liability Insurance  

¶ Staff  

It is the job of warehouse claims coordinator to proceed as per the clauses in 

the agreement.  

3.  Loss and Damage Claim Forms:  It is (Fig. 2.6) a record of a loss that has 

been occurred. It provides details of the commodity lost, where the loss 

occurred and the person responsible or the causes of loss or damage. It is 

also used for compiling loss claim register. Loss or damage of  goods can 

be due to following reasons:  

a) Degradation of goods.  

b) Misplaced goods.  

c) Theft.  

d) Poor or Mishandling of goods.  
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Fig.  2.6 : Loss Damage Claim Form at a W arehouse  

Source: Arc Best ( https://arcb.com/tools/claims.html ) 

4.  Shipping Claim Form:  It is a claim form (Fig. 2.7) which includes loss or 

damage during transit. It is the job of Warehouse Claims Coordinator to 

keep a record of:  

a) A copy of Bill of Lading.   

b) A Copy of delivery receipt . 

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.  

https://arcb.com/tools/claims.html
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Fig. 2.7 : Shipping Claim Form  

Source: YRC Logistics  

 

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.  


