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Date: 07/08/2025

To: Site Leaders, Inventory Team and Receiving Team.

From: Inventory Team

RE: Gap Management How To - Manual Process.

There is always a reason why stock is not coming in. It may have been deleted by the Supplier, or it may not have
a min or a max against it.

If you notice that something has been out of stock for several days, it needs to be investigated.
Before walking the aisle:
e Check products in any overstock areas

e Check Logistics: What stock is waiting for replenishment? What is sitting in customer hold
and Faulty goods.

e Be aware of products in multiple locations: Displays and dumpbins. Multiple shelf
locations.

When you get to your first location, you will:

Walk in the aisle with a Honeywell. You will scan every gap into Product Review in the Honeywell. You are
only looking at products where we have NO STOCK

Each product needs to be reviewed, in the Honeywell.

L] -’
Product Review ON ORDER: 0.00
8888021300840 cLean ’ s
Product 2499119 - Wareho
: ’ ar
Descriplion BATTERY AAA RECH 45 pse
ENERGIZER NH128P4 .
e R 0 v ReQrder
Muin APN. 8588021300840 4401 1.00
Supplier 4197-M10 -
Department 0700 - ELECTRICAL Bin 2 Bin3
Re 0700042 - BATTERIES b
SF4401 SF4401
Bang M0 .
Last Sale 05/08/2501:3815 PM
Last Recoived.  05/12/24 12.00.00 PM
Last fosued New SOH
oS EA Uoe EA
1 ON ORDER) 0,00 J
M L=

e Does it have a min and a max against it? If not add a min max — scroll down further to see the sales.

e s the product obsolete?
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e Has the product been superseded or replaced with a like product?
e s the Supplier information correct?

e Isthe product set up correctly to reorder?

Product Review

8888021205824

uct: 5404504
ription: BATTERY MAX AAA 14 Q
PACK ENERGIZER
NO IMAGE
2 $25.95 AVAILABLE
Main APN: 8888021205824

4197 -M10
0700 - ELECTRICAL
0700042 - BATTERIES

PRINT LABELS

. STOCK ENQUIRY

ENERGIZE
Sale: 19/08/25 01:55:27 PM
Received: 08/08/25 12:00:00 PM

e |[siton order? See above product - If yes -Move onto the next product.

NOTE: Use a whiteboard marker and put a dot on the shelf label to identify - If the stock does not come in within
5 working days, then something is not right — Has an old order not been deleted or finalized properly?

e Does it say we have stock on hand? If yes: Where is it?

If Sympac says you have stock on hand or the product requires further investigation: Create a Product list in
the Honeywell for investigation after your gap scan.

&

Summary

*** Gaps scanned into a product list can be

BATTERIES

dropped into a dummy Purchase order for

Product Code - Description

Snkian Quantity better follow up.
6747273 - FLASHLIGHT POWE...

2.00 1.00
21/08/25 12:46:09 PM
6747299 - HEADLAMP PRO SE...
2.00 1.00
21/08/25 12:43:15 PM
2459295 - BATTERY SUPER H/...
0.00 1.00
21/08/25 12:40:42 PM
2499119 - BATTERY AAA REC...

[

NO IMAGE
AVAILABLE

il
NO IMAGE
AVAILABLE

™

NO IMAGE
| AvaiLABLE




MITRE 1O - TradeCentre

FACC'S & BELMONT TIMBER GEELONG * G.CAY & CO BALLARAT + WILSONS BACCHUS MARSH

Investigate your product list from Honeywell
Open POS, log in and enter through to input product, select F5, load PDE and then select product list.

Find your product list — in this case batteries and then select load.
° Point of Sale
staff [656 | SHANI CAM odernio | L] 0-00

Salesperson 656 : Shani Cam
> oo [iores e N = I
Customer (0000144 ...|| ‘Cash Sales Comments | | Stock Detsils CustDetzils Bl To
Inv # [0 [pate [21/08/2025[]
Name and Address |
SEBASTOPOL CASH SALE @ Load External Data — m} X

Load External Data

Choose Device Type

Note: All PDE and PDA data loaded
Computer Code will also be saved as a Product List.

Tebcon
Hippondenso

ASP

Data Wand
Symbeol PDT 1100
Nippon BHTC 3000
Nippon BHTC 6000
Dolphin

Symbol Phaser
PDA Device

Hanel File

Pre Created "PDE*.TXT" (Fixed)

Text File

@ active Lists  (JAll Lists - this week (O All Lists - this month  (0) All Lists

List 7|staffcode  7|Staffname T|loen F|pate  F[Tim~
.3 Contains +.3 Contans .3 Contans €3 ConiE (4.4 Contans |«
M10 DREAMBABY 477 PAUL WOR 144 30/07/2025 1
TRIFIX PAUL 30/7/25 477 PAUL WOR 144 30/07/2025 0
WEDL 477 PAUL WOR 144 31/07/2025 0
BATTERIES 429 RAQ KAMINENI 144 21/08/2025 1
A4
< >
Load H Close
F3 Tendering F4 Re-Price F5 Load PDE F& Cust Sales Ordered 0.00
Taking 0.00
F7 Product Eng F9 Header F10 Import No Sale Back Ordered 0.00

See below product listing in POS.

.
Salesperson 656 : Shani Cam
Date Reqd [21/08/2025 .. Ex GST ﬂ

Customer | 0000144 ... | Cash Sales Comments | | Stock | Details
Inv # |0
Name and Address Delivery Instructions
SEBASTOPOL CASH SALE

0O/Hnd 0O/Orc
]

Computer Code Description

2499119 BATTERY AAA RECH 4PK ENERGIZER NH12BP4

2459295 BATTERY SUPER H/DUTY 6V BATEV

5747299 HEADLAMP PRO SERTES 3AAA 530 LUMENS DORCY

5747273 FLASHLIGHT POWERBANK PRO SERIES USB 1000 LUMENS DORCY

Open product enquiry so you can investigate the products on the list.
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@ Point of Sale
Tax Invoice © Product Msintenance -
staff SHANI CAM T
Salesperson 656 : Shani Cam Daty
Description |BA'ITER\‘ AAA RECH 4PK ENERGTZER NH12BP4 J Source
cat Cshsaes =
e L] cas * " UssgeType () Normal Stocked Item ~ status Active o Creditor
~ Code |M10 []| 4297
Name and Address Product Type Normal Product ( ) | [PricesTncGST——  DefaultQueue | e 19 SouthwestEd T FIS. 03 9703 4200
Retail 27.95 None
SEBASTOPOL CASH SALE Alternate Code (2499119 " $27.95 = Supplier (Main)
rade one
Code |M10 .| 4297
Category “"t T Price 3 None ’V Mitre 10 Southwest Ltd FLs. 03 9703 4200
F.LC. (0700042 |, | Batteries Price 4 None | —supplier (mm
Price 5 Hone Code |ENERGIZERAUS 1291
Department Electrical — ’V Energizer Australia Aus FLs. 02 0257 63611
Computer Code
2489119 BATTERVARAR -1/oP Code [pegom19 QY  $value| Brand \"l‘l I:“ Manuf Code |IIHIZBP4'I |
. on Hand 3.00 6150 | ~Brand Image | i |
2459295 oaTrERysupy Unitofsae A | on orcir 9e pucrunt[fA_ | packsel6 |
6747299 HEADLAMP PRO BinLom 1 |SF4401 || SFa401 e Min Stack Max Stock
6747273 FLASHLIGHT PQ User Key | | | custajos ReOrder Lead Time Ijl
oo Ondering
Available 3.00 61.50 Ermr e O Ty OFCE
Main APN : 8888021300840 AT s

** When you finish your investigations, exit out of POS.
Check that:

Is the product set up correctly? Products will not auto order if they are not set up correctly against the correct

Supplier.

- isthe Main supplier correct? See main supplier box in examples below
- Isthe Source correct? See Source box in examples below

- Is Ordering allowed? See Ordering box in examples below — (Allow)

Correct Supplier set up for
Chargeback/Agency Products:

Correct Supplier set up for
Direct Products:

Correct Supplier set up for
Warehouse Products:

Source  Warehouse

~

Code M10 L. M197
Mitre 10 Southwest itd F FLS. 03 9703 4200
Supplier (Ma
Code M10 L. 197
Mitre 10 ¥ f1s 039703 4200
Sapplier (Secondary)
Code ENERGIZERAUS .. 1291
Energizer Australia Aus LS. 020297 63611
grand |M10 .| Manuf Code [NH128PST |
Brand Image Purch Unit | EA | Pack Size (6
Mnsioc | 200| Maxstock | 4.00]
ReOrder | 1.00] Lead Time | 0
Orderng  Allow v

Conversion factor | 1.00 OMitgly @) Divide

- Was it an error from last Stocktake?

Sound

| work Ethic | R e

| Respect
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Stock adjustment sheet for missing stock

Once you have checked all the above, you will complete an electronic Gap Management sheet for the Site
Managers approval.

They will email to the Inventory team. inventory@faggsgroup.com.au

Store: Sebastopol - Stocktake investigation Staff Member; REF#
Date: 24.07.2025 Authorised by| Date:
SYMPAC |ACTUAL
STOCK ON |STOCK WVARIANCE [VARIANCE
PRODUCT CODE PRODUCT DESCRIPTION Average cost |HAND COUNT aTy WALUE Comments
2499119 BATTERY AAA RECH 4PK ENERGIZER NH12BP4 20.50 3.00 0.00| -3.00 -$61.50
6747273 FLASHLIGHT POWERBANK PRO SERIES USB 1000 LUME|27.27 2.00 0.00| -2.00) -554.54
0.00| $0.00
0.00 $0.00
0.00 $0.00
0.00 5$0.00
0.00 50.00
0.00 $0.00
0.00 $0.00
0.00 $0.00
0.00| $0.00
0.00 50.00
0.00 $0.00
0.00 $0.00
0.00 $0.00
0.00| $0.00
0.00 $0.00
0.00 $0.00
0.00 $0.00
0.00 $0.00
Total -5116.04

**Ensure you fill out all relevant columns. Including the date, and time you checked it, the reason (if you have an
idea why) and the actual and Sympac Stock on Hand.

Suspected Theft

If you believe the stock is missing due to theft, give this information to your Site Manager so they can invoice the
stock to the Shrinkage account.

We will continue with this every week so each aisle will get easier every time you do it and eventually it
will only take a few minutes to rectify.

Do not sit on your hands and leave it for the next person, it is all about caring and accountability. Be
proactive.
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