Building An Inplant Store

Introduction – After the decision has been made to implement an inplant store you will have numerous meetings with the customer. The information you gather will be vital to the success of this store, you will be discussing customer concerns, points-of-contact, installation dates, “go-live” dates, product in-place dates, part numbers to be stocked, etc.  This information, along with the “Safe Passage” document should ensure that you have a smooth opening with relatively few issues to resolve. You will need to stay in close contact with the Supply Chain Manager and Business Development & Implementation Manager (BDIM) at all times. You will need to update them frequently concerning the store status. Additionally, you’ll need close coordination with the inside and outside sales teams designated to handle the sales for this store.

 Prior to opening an inplant store a Branch Maintenance Form (BMF) must be completed to get a store number assigned. A store number will be a four digit, alphanumeric code, which designates a particular store location. This store number needs to be assigned so that billing, location, shipping, and 

P & L issues are correctly designated. Without a store number assigned, you can’t proceed with the implementation.

IPS-IPT Form – The following form will guide you through the process of acquiring the necessary services you will need in setting up the inplant store. I have provided links to the various addresses you will need, you can click on these links to take you to the appropriate locations for each form that will be used. Below this form I will discuss each address and it’s function.

	Action Required
	Target Date
	Date Completed
	Owner
	Status / Comments

	Review the IPS Safe Passage Document supplied by the BDIM and/or local Supply Chain Manager and request additional information, if necessary. Then follow the steps below to complete a new Inplant Store installation.

	Complete the Inplant Request Order form located on the ISD intranet (see URL below).  If Avnet will be supplying voice lines, data lines, printers, PC's or phones, this form will serve to both order the equipment and facilitate the installation.  Forward to your AOM for approval
	 
	 
	 
	 

	Network Services Order Form
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	To find out who the Request was assigned to, for follow-up, use the link below. 
	 
	 
	 
	 

	Listing of Submitted NT Requests, by Category
	 
	 
	 
	 

	Complete the Voice Request form to order phone and fax service. You may want to install an extra line that can be used as back-up for dial-up if ever needed. Make sure to get Long distance availability. Use link above to check status or assignment of Voice Request.
	 
	 
	 
	 

	Voice Request Form
	 
	 
	 
	 

	Review the equipment checklist and order items needed. Check with Area Facility Manager to see if any furniture/benches or shelving is available. (See Resources listed below.)
	 
	 
	 
	See Sheet titled Equipment Requirements

	 Purchasing Dept. Procedures
	 
	 
	 
	 

	Avnet Facilities Home Page
	 
	 
	 
	 

	National Purchasing Contracts / Pricing Agreements
	 
	 
	 
	 

	Ketera System
	 
	 
	 
	 

	Avnet Purchasing Home Page
	 
	 
	 
	 

	Chandler Supplies
	 
	 
	 
	 

	Review all Genesis Set-ups for new location, See new Account Set-up Form, in NE Cust Ops Public Outlook Folder
	 
	 
	 
	 

	Request Network Printer (for Shippers, if needed)
	 
	 
	 
	 

	Have on-site employee(s) Review ESD Procedures and submit test to Joann Hughes
	 
	 
	 
	 

	Request New Location Key-Code assigned for Avnet Inter-Office Mail, iConnect/Outlook address (contact Payroll Specialist)
	 
	 
	 
	 

	Payroll Contact Listing
	 
	 
	 
	 

	Contact Transportation Dept for New FedEx Accounts and Training
	 
	 
	 
	 


Network Services Order Form – Once you click on this address you will be taken to the form that needs to be filled out in order for the Network Services to act on your request. Once there, you need to double-click the “Inplant Store” selection and it will bring up the form you will need to fill out for either a T-1 Line, DSL Line, or a Cable line. Fill out this request with all the necessary information and then select the “Submit Request” button at the top of the form and Network Services will respond to you within 48 hours.

List of Submitted NT Requests, By Category – Within 48 hours of submitting a request to Network Services someone at that office will be assigned the request and their name will be associated to your work order.

If you need to follow-up, their name will be listed and you can call them for any questions you have concerning your work order. This list is broken down by services needed, Inplant connectivity, Wiring, Telephones, etc.

Voice Request Form – When you click on this address you will again be taken to the Network Services Order Form. Once there, you will need to double-click on the “Voice” selection and this will bring up the form you need to fill out for any type of telephone requirements you have. From this form you can order the telephones, voice mail, speed dialing, fax, call forwarding, etc.

After you have completed this form you then select the “Submit Request” button to forward this form to Network Services.

Purchasing Dept. Procedures, Avnet Facilities, National Purchasing/Contract Pricing Agreements, and Avnet Purchasing Home Page – These addresses will take you to the appropriate locations where the different forms can be found to order such things as shelving, desks, filing cabinets, copiers and any leased capital equipment and any other type of furniture you may require. Prior to ordering any type of furniture or shelving you should check with the local branch and the Area Ops Manager to see if anything is available locally.

Ketera Systems – This address is for the ordering of office supplies. Due to the favorable pricing we receive from this system we are required to order all of our supplies through Ketera. You should coordinate with your local point-of-contact to order supplies through this system.

Chandler Supplies – This address will take you to the Chandler Supplies portal where you may order inplant store supplies. These supplies include all the different items you will need to outfit your store; bags, boxes, packaging tape, rails, trays, ESD tape, grounding straps, ESD smocks, etc.

Further on in this document I have included a list of items that should get you started when opening a store. The list is not meant to be all-inclusive but rather a start-up kit, your requirements may be different from what I have offered.

The following additional information will give you some insight into other areas that need to be considered when building an inplant store. The areas I will discuss are not rigid, but flexible and adaptable to your particular store and it’s unique needs.

Process Maps – Process maps are a step-by-step guide on how all transactions taking place within the inplant store will be accomplished.

Generally, you will need a process map for receiving product, shipping product, and billing product. These maps are extremely important so you will need input from the customer, the BDIM/Asst. BDIM, the Supply Chain Mgr., and yourself. Be sure all these maps are workable and if, after they are implemented you have a problem, contact the all the above-mentioned personnel and make adjustments as necessary.

Shelving – There are many types of shelving that may be used.   If the type of shelving is not dictated by the customer, then it is preferred that we use “Hollowell” shelving. This shelving is very study and is available in the size we need, which is 48” x 24”. This type of shelving is readily adjustable depending on the spacing you need and it will support a tremendous amount of weight. This type of shelving is preferred because it will accommodate 12 of the 24” x 4” x 4” bin boxes or 6 of the 24” x 8” x 6” bin boxes. This shelving is available throughout the company.  In the event this shelving is not available through Avnet, it is very likely that a broker will have it available.

Furniture – The amount of furniture you will need will depend on the size of the store, the type of work to be performed, number of people assigned and the physical layout. The below listed items are not meant to all-inclusive, but rather as a guide to what you will need as a minimum:

· Desks – One for each person assigned.

· Cubicles – If used, one per employee.

· Chairs – Two per desk, used by employee & customer. One per workstation and one per table.

· Filing Cabinets – One, four drawer, more if needed.

· Tables – One for fax and computer printers if they don’t fit on desks.

· Workstations – Again, depending on the work to be performed, you will need a minimum of one per employee. Note: These workstations must be able to be grounded and must be able to accommodate an ESD grounding mat.

· Lights – Generally this is not a problem, but in some cases a warehouse situation will require additional lighting. Some thought should be given to purchasing a couple of desk lamps. The lighting over the workstations should be bright and direct.

· Storage Cabinet – Used for supplies. If one cannot be located, shelving may be used.

· Scale – Used for weighing / counting parts.

· Coat Rack – For ESD jackets.

Store Supplies – The following is a list of standard supplies used in all inplant stores. These supplies are provided by Avnet and may be ordered through Ms. Brenneva Parris at H050 via the “Chandler Supplies” portal. This list is not all-inclusive and you may need other Avnet provided items. You can see what other items are available through Avnet by checking the “Chandler Supplies” portal.  Order the below listed items as a minimum and this should get you started.

· 2 Small ESD signs

· 2 Large ESD signs

· 10 Rolls of ESD caution labels (2” x 2”)

· 1 Case of 2” clear plastic tape

· 1 Box of packing slip envelopes

· 2 Cases of 18” x 24” metallized bags

· 2 Cases of 6” x 24” metallized bags

· 1 Case of 12” x 12” pink bags

· 2,  1 meg ohm ground wire

· 25  12” x 24” foil bags (drypack) if needed

· 25  6” x 25”  foil bags (drypack) if needed

· 25  18” x 24” foil bags (drypack) if needed

· ESD Jackets, one per employee, plus any extra you feel you will need.

· 24” x 4” x 4” bin boxes (whatever qty you need).

· 2 Rolls of green overstock labels.

· 2 Wrist straps w/10’ cord per workstation.

· 10 rolls MIL-U labels

· 4 cases of AVN 003  (Pinks)

· 25  24” x 8” x 8” shipping boxes.

· 50  24” x 6” x 6” shipping boxes.

· 25  24” x 12” x 12” shipping boxes.

· 5 Sets (10 individual) heel straps.

· 1 ESD blue mat per workstation w/snap installed.

Note: Mats must be sized to cover the entire surface of the ESD workstation.  



Store Layout – The layout of the store is extremely important and great care must be taken when determining the size of the area needed. The customer is responsible for providing a suitable area. If the area is in a warehouse environment the customer is responsible for making it a secure area by utilizing lockable caging. The following is a list of items that need to be considered when developing the layout. NOTE: I have found it very helpful to draft an outline of the store on graph paper to keep everything in scale.

Shelving – How much you will need and how much space it will take up based on the type and number of items to be stored.

Location of Electrical Outlets – You will need a minimum of 5 electrical drops, plus 3 telephones lines and the T1 / ISDN or DSL lines. 

Furniture – Where this is located and how much will be needed.

Storage Area – How much storage area will you need for store supplies such as boxes, bags, packing material, tools, extra shelving.

Cubicles – If cubicles are to be used, where in the store will they be located.

Entrance – A single entrance is best, but it must be large enough to accommodate a forklift and or a pallet jack so material may be delivered.

Lighting – The store must be located where it can take advantage of existing lighting.

Expansion – The store should be in an area that may be easily expanded should the need arise.

Store Consumables – The following is a list of day-to-day supplies you will need for the operation of the store. You will note that these items are not supplied by Avnet and need to be purchased through the Ketera System.

· Pens & Pencils

· Tape and tape dispenser

· Rulers

· Paper clips

· White out

· Rolodex

· Box cutters and razor blades

· Rubber bands

· In & out boxes

· Black markers, regular and extra wide

· Copier / fax paper

· Telephones (2 line)

· Calendars

· Calculators

· Highlighters

· Hanging folders

· Manila folders

· Diskettes

· Post-it notes

· Yellow legal pads

· Three hole punch

· Black binders

· Stapler and staples

· Clip boards

· Box of 2” x 4” white labels (Avery)

· Toner cartridges

· Business card holder

· Cable ties

· Magnifying glass (table top model)

· Fax machine

· Tape guns (2)

· Staple remover

· Cleaner (Simple Green)

· Paper towels

· Green scrub pads

FEDEX Account – Once you have a store number assigned (HXXX) to the new store you will need to have a FEDEX account. This will allow you the flexibility to ship product and/or paperwork to other accounts or back to stocking locations. Do not contact your local FEDEX account rep for this new account!! Avnet has a Traffic Section that handles requests for new accounts. Having the Traffic Section accomplish this will result in a more timely response and Avnet receives a substantial discount when an account is opened at the “national” level.


Store Personnel – The number of store personnel assigned will be determined by a number of factors. Things to consider will be the type of work to be performed, number of line items to be stocked, expectations of the customer, number of man-hours to accomplish certain tasks, hiring freezes, etc. As a general rule, each increment of 9600 minutes per month will require a person to be assigned. For example, if 9400 minutes of labor is expected, then one person should be assigned. If 15000 minutes of labor are anticipated, then two personnel should be assigned. These numbers a based on Avnet’s formula shown below:

a. Anticipated number of monthly receipts times 12 minutes.

b. Anticipated number of monthly shipments times 9 minutes.

c. Add the results of a & b and divide by 9600 minutes per month and this will yield the approximate number of personnel assigned.

The final decision for the number of personnel assigned rests solely with the Supply Chain Manager.

Parts lists – As stated in an earlier paragraph, you need to maintain very close coordination with the inside and outside sales. To that end, it is very important to have the lists of parts you will be storing available as soon as possible. Having these lists early will help you formulate your physical layout and allow you to print out all your bin box labels ahead of time.

Setup Personnel – Once you’ve established a setup date, you will need the assistance of at least one other person to help you build the store. This will include building shelving, moving furniture in, connecting computers and generally setting things where they should be.  It should not take any more than a couple of days to do the physical setup of the store.

Truck Rental – If you’re going to be moving furniture, computers, shelving, etc. from a branch location or from one inplant store to the new store, you will need a truck. You should make a reservation with your local Ryder or 

U-Haul dealer to ensure you have a truck on the day you are scheduled to move this equipment.

Load-In – This is the day you’ve been preparing for, load-in is when all of the parts you will be storing arrive. If you have prepared properly, this should go very smooth.  It would be helpful to have at least one other person helping you with this. All the receipts should be processed and parts put in their proper locations. The amount of time this is going to take is dependent on the amount of parts coming. Note: Coordinate with the customer’s receiving personnel to ensure all inbound shipments marked for the inplant store are routed to you in a timely manner. 

Back-up Personnel – Another consideration when preparing for the operation of the store will be to have someone else trained in the Inplant

Store procedures. Ideally, this should be a Supply Chain person and they should                                                                                                                                                                     be provided training by you and special emphasis should be placed on any tasks not normally accomplished at an implant store. These tasks could be drypacking, report generation, or anything else the customer requires. 

On the next page I’ve included a checklist for your convenience. This checklist should help you keep up-to-date status on all of the items concerning your store. If you should have any questions or need assistance with any part of these processes, please contact the Supply Chain Manager.

	Inplant Store Equipment Requirements Checklist

	 
	Supplied by:
	 
	 
	 
	 
	 

	Equipment / Service
	Avnet
	Cust
	Date needed
	Date Ordered
	Delivery Date
	Install Date
	Comments

	Data Lines 
	 
	 
	 
	 
	 
	 
	 

	Phone Lines / Fax Lines / Voice Mail
	 
	 
	 
	 
	 
	 
	 

	Computer (s) (supply Employee ID to NTS)
	 
	 
	 
	 
	 
	 
	 

	Desktop Printer (s)
	 
	 
	 
	 
	 
	 
	 

	Telephone (May need additional phone for use by Account Manager or Suppliers)
	 
	 
	 
	 
	 
	 
	 

	Shelving/Cage/Locks
	 
	 
	 
	 
	 
	 
	 

	Zebra Printer
	 
	 
	 
	 
	 
	 
	 

	Shipper Printer
	 
	 
	 
	 
	 
	 
	 

	Box of Pink Shippers
	 
	 
	 
	 
	 
	 
	 

	Printer Ribbons
	 
	 
	 
	 
	 
	 
	 

	Labels
	 
	 
	 
	 
	 
	 
	 

	Easy Label Software
	 
	 
	 
	 
	 
	 
	 

	Fax Machine / Copier
	 
	 
	 
	 
	 
	 
	 

	Desk
	 
	 
	 
	 
	 
	 
	 

	Chair
	 
	 
	 
	 
	 
	 
	 

	File Cabinet
	 
	 
	 
	 
	 
	 
	 

	Credenza
	 
	 
	 
	 
	 
	 
	 

	Bookshelf
	 
	 
	 
	 
	 
	 
	 

	Trash Can
	 
	 
	 
	 
	 
	 
	 

	Calculator
	 
	 
	 
	 
	 
	 
	 

	Tape Gun and Tape
	 
	 
	 
	 
	 
	 
	 

	Stapler / Staples
	 
	 
	 
	 
	 
	 
	 

	Pens & Pencils
	 
	 
	 
	 
	 
	 
	 

	Printer Paper
	 
	 
	 
	 
	 
	 
	 

	Avnet Banner
	 
	 
	 
	 
	 
	 
	 

	Counting Scale
	 
	 
	 
	 
	 
	 
	 

	Bag Sealer
	 
	 
	 
	 
	 
	 
	 

	ESD Mats
	 
	 
	 
	 
	 
	 
	 

	ESD Signs
	 
	 
	 
	 
	 
	 
	 

	ESD Labels
	 
	 
	 
	 
	 
	 
	 

	Wrist/Heel Straps
	 
	 
	 
	 
	 
	 
	 

	ESD Vacuum pencil
	 
	 
	 
	 
	 
	 
	 

	Bulletin Board
	 
	 
	 
	 
	 
	 
	 

	Smocks
	 
	 
	 
	 
	 
	 
	 

	Bags/Bin Boxes
	 
	 
	 
	 
	 
	 
	 

	Additional Supplies needed:
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