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illustrated. 1922 Excerpt: . . . philosophy of storeskeeping, since on him depends its success or failure. The
Function of the Recording Section The recording section of the materials control department is entrusted with
the work of maintaining the stores records, both for classified and unclassified materials. This includes the
responsibility for keeping the supply above the ordering point and of watching for the danger point. This
section also posts all entries to the stores ledger records from requisitions, stores returns, material received
reports, and copies of orders. From these papers the work of recording requirements, reservations, deliveries,
and receipts is performed, those handling the work being on the lookout always to see that when the ordering
point is reached an order requisition for the replenishment of stock is written. When an authorization to stock is
received from the planning section, a record sheet is written at once, using data on the authorization for filling
in the heading on the sheet. The proper order requisition is then written and the sheet filed by the material
symbol among the other record sheets. Stores requisitions and returns are priced from the stores records at the
time of delivery or receipt. If the value of the transaction is to be recorded, the requisition or return is extended
at once and the figures are entered thereon. The recording section clerk also checks the ledger sheets each time
a physical inventory of any material is made or a bin tag is received. The work on order requisitions...
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