Materiel Handling Operations

Self-Evaluation Guide

Station:_________________________


Date:________________

Section A:
General





Yes/No
Comments

Are operators of powered industrial trucks trained

and certified in accordance with 29 CFR?


______
________________


Is proper material handling equipment available

in order to provide effective handling and ergonomics

to reduce injury?






______
________________


Are turn-in processed timely?




______
________________

Does the scrap yard have limited access?


______
________________

Section B:
Receiving

Are hours of operation posted outside in clear

view for commercial drivers to see?



______
________________

Does receiving staff sign for what they receive

and receive what they sign for?




______
________________

Does staff know when it is appropriate to enter

into commercial vehicle for loading or unloading?

______
________________

Are delivery receipts, tickets, freight bills, etc.

annotated properly, for all discrepancies: i.e.,

overages, shortages or damages?



______
________________

Does staff retain shipping containers and/or

packaging material when damaged material

is identified exception, health hazard or sanitation

problem would be created?




______
________________

Does staff report discrepancies immediately to

the Acquisition office?





______
________________

Section B:
Receiving – continued



Yes/No
Comments



Is there a camera readily available for taking

pictures of damaged merchandise?



______
________________

Are overnight packages processed immediately?

______
________________

Are receiving areas, to include receiving counter


tops organized and clutter free?




______
________________

Does staff know not to eat or drink within the

receiving area?






______
________________

Is the discrepancy rack reviewed daily?



______
________________

Are there unresolved discrepancies older than

10 days?







______
________________

Section C:
Shipping

Is a shipment register or tracking/coding system

incorporated into the shipping operation (manual

or computerized)?  Is a backup procedure needed?

______
________________

Is there a record keeping system in place to

provide consistent, reliable, and useful

information?







______
________________

Are proper packaging materials being used?


______
________________

Section D:
Storage

Are items requiring special storage properly

managed (e.g., flammables, pilferage items)

given special storage consideration?



______
________________

Are records verified by physical inventory?


______
________________

Are sensitive items inventoried and documented

monthly?







______
________________

Are stocked items stored in the “first-in, first-out”

(FIFO) principle?






______
________________

Section D:
Storage – continued



Yes/No
Comments



Are items checked monthly for expiration dates?

______
________________

Are precautionary measures taken to prevent

contamination of stored supplies that are 

susceptible to infestation and deterioration?


______
________________

Section E:
Housekeeping






Are floors, aisles, and passageways periodically mopped


to eliminate infestation? 





______
________________

Are floors sealed with nonskid sealer to reduce surface

dirt?








______
________________

Is eating, drinking, and smoking prohibited in the working

area?








______
________________

Are receiving counters clean and wiped down daily,

eliminating possible contaminates and infestation that

may have been on incoming packages?



______
________________

Are unauthorized personnel prohibited from entering the

work area?







______
________________

Section F:
Safety

Are stored materials maintained in accordance with

OSHA, EPA, and TG 90-1?




______
________________

Are emergency exits free of obstructions?


______
________________

Do fire sprinklers have 18” clearance?



______
________________

Is adequate clearance allowed for aisles?


______
________________

Are storage areas free of clutter?




______
________________

Are flammables and combustible materials properly

stored in approved vault?





______
________________

Section F:
Safety – continued




Yes/No
Comments



Are oxygen cylinders stored away from flammable

cylinders by a fire bearing wall or 15 feet apart and in

well ventilated areas?





______
________________

Are small compressed gay cylinders stored and delivered

in proper cylinder racks?





______
________________

Are large compressed gas cylinders stored in a manner to

prevent from falling over by means of chain or other 

appropriate strapping?





______
________________

Is a burst of gas used to evacuate cylinder valves prior to 

connecting to manifold in order to eliminate contamination

from entering system?





______
________________

Does everyone know the location of all fire extinguishers?
______
________________

Does the materiel handler initial documentation after

delivery?







______
________________

Are new materiel handlers given training from the

Veterans Health Administration Occupational Safety and 

Health binder titled, “Proper Handling of Supplies,

Equipment and Materials”, within the first 30 days and

annually?







______
________________

Section G:
Distribution

Are emergency, refrigerated, controlled, or hazardous

Items delivered immediately?




______
________________

Are all items secured during delivery on the delivery cart?
______
________________

Are all cartons kept closed during delivery?


______
________________

Is delivery staff instructed to obtain signature at time of 

delivery?







______
________________

