ISO 45001:2018 requirements)

performed by and for the process implementation,
in accordance with IS0 9001:2015, ISO 14001:2015 &

(This document describes to control all the activities
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Purpose

To establish, measure, analyse, improve and control the stores process.

Scope

This process is applicable to all the products and services of MHCPL.

Responsibility
Primary: HOD Stores
Secondary: HOD Projects

SIPOC (Source, Input, Process, Output & Customer)

Sources of Inputs

I PREDECESSOR |l
IPROCESSES {
|e.g. at providers |
I(internal or external) |
jat customers, {
lat other relevant |
jinterested parties }

L

|
MATTER,
ENERGY
INFORMATION,
leg in the

| form of materials,
resources,
requirements

I————0 i g :
1S | End point

tarting point §

=
|

I____;;.,.A._l L___!___J

Activities

{

Pessibe cortrols and

| ~neest]
| MATTER, i
| ENERGY I
| INFORMATION, |
| e in the |
| form of product, {
| service, |
| decision I
: J

Receivers of Outputs

| SUBSEQUENT

| PROCESSES

;c.g. at customers

| (internal or external),

lat other relevant
jinterested parties

check paints <o monitor
and measura performance

Figure 1 — Schematic representation of the elements of a single process
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41

SIPOC:

. . Raising of N . - .
Site PI :
&ItSS AMNME | Material g;;e;v M MR | Stores Ezlsﬁggth_d;z;]:gfde Code Request Form | Store In-charge
Requestin PHP q Y
Arranging .
: , : Soon after Material Code
SAP Team Ma.tt?rlal Co_de - Conflr.matl_on ol PR Stores creation & PR on the PR in SAP
Raising PR in PR Raised in
Same Day SAP Team
SAP SAP .
. ; Making Rate Purchase Head
Purchase Floating Collegning Comparative Statement -
Enquiries as per | Quotations Offers Purchase P RCS & Approvals
Team PR Same Day
Preparing PO & .
Purchase 3 T Taking Approvals of SPP
Team Taking Preparing ?0 PO Stores & WTD same day PO & Approvals Purchase Head
approvals
Material Supply
Documents like — Review with reference to
DC / Invoice / Vegicle vfi th PO/ LOI/WO & Giving
Supplier LR / Way Bill / . Inward Document | Stores clearance for Gate Entry | Supply Document Store In-charge
Materials at ;
MTC / Site with Inward Stamp Same
Guarantee Card Day
etc
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Unloading
Materials as per | Ensure Quality
Supply & Quantity of Acknowledging . atknawledging Su.pply
Supplier helImIEE By Materials the Inward Supplier Liomament iegate) Acknowledgement | Store In-ch
PP Review with . - Representative | after unloading & edgem IR RFINER
received in line | Document D
reference to PO, : verification
with PO
terms &
conditions.
gljg{int;ng Inspection of Materials &
o~ Offer fo.r Quality Department& Inspection Quality Quahty Clearance to be Inspection Quality In-
Inspection . Request Department given in 2 Days of Clearance charge
asking for p :
. Materials Received.
Inspection
T Informing Vendor to
Rejectinn of Material Return to take back rejected
Quality Dept. | Materials o s Rejection y . Ak re] . Rejection Note Store In-charge
Rejection Supplier materials immediately /
Inspected :
max in 2 days
All the
materials
Inspected &
Accepted Storing & Stacking of
. Materials to be | Entry in Inward Materials at the specified Inward Register
Preservation of . . . Stores Issue : : .
Stores Team . stacked in Register with location with proper with Stored Store In-charge
Materials - . Team . e _— ;
specified stored location identification Tag with in . Location
locations with a day
Material Tags &
Identification
marks.
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Data Entry in As per Inward Stores Data Within a Day after
St .
XSS heam SAP for GRN Record . Entry Team Inspection Clearance SaEGRN Stireli-ehang
Issue of Issue of Materials Mateiial Tegia
Stores Team | Materials to FIFO MIV Project Team against authorised Issue era Store In-charge
; . ; . Voucher
Project Works Slip Immediately.
Daneri FRlIvEDy Instant Suppl g:: 'Zg%rel;l;gs?xzild Material Issue
Stores Team | of Goods on + SUPPY Special Indent Project Team ) . Store In-charge
Receint Quantities acknowledge receipt of | Voucher
P materials with MIV
Physical Rev1e'w of Store Physical po— A Class Items - Monthly, Physteal
il Physical Stocks : . oo o B & C Class Items o
Stores Team | Verification of Verification Verification o Verification Store In-charge
Stocks Vs Systam Document Team prApdically-The Summary Sheet
Stocks ) verification Day
Return of T —_— Acknowledging of Site
Project Team | Site Returns Materials to Site Return Noze Team Returnson receipt at Site Return Request | Store In-charge
Stores stores - Same Day
Review of

Stores Team

Identifying the
Scrap Stocks for
Disposal

Scrap Items
available at Site
with various
sub-contractor
Locations &
Listing.

Raising Scrap
Disposal Request
in PHP

Stores Team

Collecting Scrap Disposal
Requests from each Sub
Contractor with Location
and Declaring with Scrap
Disposal Request
Fortnightly.

Scrap Disposal
Requestin PHP

Store In-charge
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Floating
Enquiries,
Negotiating and | collecting Upon release of Sale
Purchase finalisation of Quotations, Releasing of Sale T — Order, to be contacted Sale Order o
Team Sale Order with | Rate Order with Vendor for lifting of . - arge
due approvals Comparison & Scrap Next Day.
Finalisation of
Vendor
Ensuring
Allowing vehicle thoroughly
N : Tare weight of
with valid . : ;
the vehicle Ensuring Loading of
documents and .
- prior to Scrap Items as per Sale
5 Vend (f: Onﬁl‘mﬂgﬂﬂ ioading, SAP Gate Pass Scrap Vendor Orders making SaF Gale Sale Invoice & GP Store In-charge
crap vendor 'rOfE‘;vgnror allowing R P Pass and Sale Invoice in &
N loading of scrap SAP and permited out
premises for .
- items as per before 6pm same day.
lifting Scrap
company
Items.
procedure & as
declared.
s As per the directives of
. Periodical i e
Review of Revi f Head Stores, periodical BeeinzInventa
Stores Team | Ageing il Inventory Control Stores review of Ageing gemsg ry Store In-charge
. Ageing ; Report.
Inventories Inzentarics Inventories to be
B attended every month.
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As per the directives of
Project Head & Site
Planning, Stores should
ensure to take physical
Preparation of stocks of all the major
Site Planning | Major Material P . Stores & QS materials and request Reconciliation
e Major Material | Inventory Control : . Store In-charge
& QS Reconciliations sy Team for Major Material Report
Reconciliations. o
Reconcilaitons from
rrom the Project Team
and get it certified by
Project Head every
month end.
Preparation of o .
tifiabl
Repairs & Returnable All pectifuable nllachmery
) . should be repaired
Maintenance of | Gate Pass with ith _
Il mechanical Proposed Date SIS ERERCRS e .
Maintenance | - Inventory Control | Mechanical or at outside workshop | Repair Register Store In-charge
items at of Return and :
o ' Team but with proper
External Work | ensuring it got
h i returnable Gate Pass &
Shop - Return Tracking.
after repairs.




Stock
Transfers

MYHOME CONSTRUCTIONS PVT LTD

Doc. No. MHCPL-PMO07-STR
Rev. No. 01

PROCESS VIAP - STORES

Date: 15.04.2025
Page No: 9 of 22

All surplus &
Non Moving
Inventories

Upon
declaration of
Non Movirg
Inventories,
other projects
may need those
items should be
transferred
against proper
transfer
requests.

Inventory Contro!

Both Project
Store In-charges

Ensure Material Transfer

Request got initiated
from requesting site and
deliver goods with
proper Gate Pass and
SAP Stock Transfer
Entry.

Despatch Register

Store In-charge




5.1 Process flow diagram:

L Raising of Material Request in PHP

I

Taking Apprcvass of all concerned as per Budgeted Quantities

Approved MR

€T

A4

—J J U

<
Upon availability of Material Code in SAP Raising of PR in SAP 10 Approved PR
- ) £, Takina Annravuale Af all CAanrarnad
A 4
r ™ i
Authorised PR »| Collecting Offers, finalising the vendor & releasing PO H Approved PO
L% J -
A 4
" h g h - . . .
Approved PO | Follow up with Vzndor for Supply of Materials as per PO Schedule _,L Supplier will confirm delivery date
_ ) )
v
z h i i
Receipt of Material at site j Review with FO, Gzte Entry, Receipt & unloading of Materials —{ Stored at specified Location
- L )
' A 4
Materials on Hand _ ’ l Inspection of Materials by QA/QC & Certifying Materials Ready for Usage

¥

Material Issue Voucher

C
l If Materials got Rejected during Inspection

Intimat ng vendor for replacement with quality materials

Materials Returned

y

K -
) i \
T 1

>
.

Issue of Matzrials to the Indentor against valid Issue Slip

Materials Delivered

I T T

) ) L) U
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1

4 =N - 4 —
Supply Document (DC/Invoice) Material Inward Entry, Preparation of GRN in SAP ? ) GRN
>
- L & -
-\ ( J ( - . - . B
( GRN & Bills Forwarding Bi Is with GRN for Payment Process } ,| Invoice Parking & Certifying for Payment
q ) _ - S
v
Stock Report Physical Verification of Stocks w.r.to SAP Stock J ; Stock Position / Difference if any ]
A 4
Scrap Identification & Declaration Raising DispJsal Request & Processing for Sale Scrap Sales
Order
v
Material Request from Other Project Delivering Gocds as per Request & Stock Transfer Stock Transferred
Stores Entry in SAP
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Stores Process flow diagram (Receipt of material):

Process

START

y

e
( Vehicle reporting at Main

i
L L gate i

)

Gate Entry & Inward

Informing Stores to Verify
Documents of DC/ Invoice, E _ _

Waybill, Docket/ LR No, RERIAraslon )
Vehicle Nc, Purchase Order, v
Test certificates etc.,

Reporting to Stores

Supporting QC Team for Hey

Inspection by
providing all the Documents
& Samples from the load
received. P

Process

A

QC Testing

l Accept

Unloading & stacking as per
the material specifications
and identification Tags.

Weighment at our own
Weigh Bridge

Offer for QC Inspection

QC Rejection Note &
Material Return to Vendor
with valid NRGP

Taking GRN & Material
Tag
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Process flow diagram (Issue of material):

Process

START

A 4
~ &

[ Authorized Issue slip j———» Draw the required —J Material issue Posting in SAP ]
S

materials from Stores )

y

Updating Stocks with all
Receipts & Issues

A 4

Forwarcing Stock Reports Raising Material Indents
to All concerned to review in coordination with QS

A 4

2lan for Stores Space
management at Bins etc.,
v

Ensure mobilization of ]

[ Review of Bulk Material Stocks ]—9" materials as per p|anned

delivary schedule.

Ensuring Minimum Stock
levels in coordination
with end users

Follow up for PR & PO
release at the earliest

Deviation in utilization Vs
Delivery Schedule to be
highlighted to all concerned.
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6 Objectives

; Planning Monitoring
Objective(s) | ;t:;i];t Responsible
I I I )
r Zero _
Zero ‘ Dev-ation of Thorough Counting, S
Q Inventory Qty 0 100 FY | Stocks Recd. NA Physical Stores Daily | Measuring, hore -
Compliance Vs Recpt ‘ Check Weighing charge
Docune'lt |
' Wearing
Zero Safe | ggflf,t;y Safe Safety
S Incident or Qty 0 0 FY Handling of | ! . Stores Daily Shoes, All
i | House Handling
Occurance Mater als . ! Gloves &
pmng | Nose mask
Zero g?:};angég ? pre / Proper Incident
Q damage Qty 0 0 FY LoaRee inward | Storing & Stores Daily , All
Inventory pilieeages,) | Inspection | Stacking hegiater
Obso escence |
[ - I ( i No over ' ' ' . I
| Loacing / | .
S50 ) HatapRuy | Tools & ?ffipung Incident
S Incident or Qty NA 0 | FY | atHeghts, | Stores Daily . All
| Tackles Storage Register
Occurance . Usage of
| 24 Methods
; Proper Tools
E & Tackles ;
Reporting F o AL, R
Repoerting all . ;
S of.Near Qty NA 20 i FY Near Misses Display Awareness | Stores | Monthly Inc1fient Al
Miss ; Board Register
; & Recerding
Incidents

*Q - QMS, E - EMS, S - OH&SMS, UOM - Unit of Measurement, FY - Financial Year, P4 - Per Annum, PM - Per Month, NMT - Not More Than, NLT - Not Less Than
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Departmental Chart

B Head-PROJECTS ]

B GM-PROJECTS

| STORE MANAGER |

ASST.MANAGER-RECEIPT &
ISSUE

EXECUTIVE - STEEL RECEIPT &
ISSUE

EXECUTIVE - SANITARY
MATERIALS

|

EXECUTIVE - MATERIAL
INWARD

EXECUTIVE - SAP GRN

|

ASSISTANT - STORING &
STACKING

|

ASSISTANT - HOUSE KEEPING

ASST.MANAGER-RMC

|

EXECUTIVE - BULK
MATERIALS

|

WEIGH BRIDGE OPERATOR - 1

WEIGH BRIDGE OPERATOR - 2

WEIGH ERIDGE OPERATOR - 3

|

ASEISTANT - 1

|

B ASSISTANT - 2 ]

ASST.MANAGER-RECEIPT &
ISSUE

|

EXECUTIVE - FLOORING
MATERIALS

|

EXECUTIVE - PAINTS &
OTHERS

|

EXECUTIVE - MIV POSTING - 1

EXECUTIVE - MIV POSTING - 2

ASSISTANT - STOCK
VERIFICATION

| ASSISTANT - SCRAP SALES
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7.1 Role, Responsibility, Accountabilities and Authority:

Responsibility

|
|
|
|
|

HOD - Stores

Stores incoming activities

|

Issues

|

{
!

Preserving activities

EHS related issues.

Managemé'nt system implementation
and maintenance.

Authority

] ’ |
Accountabilities i

. of pew mater:als and components necessary
for orojects.

Storage of material as per inspection and test
status.

Hardling, receipt storage and issue of

mz terizals requirec for user department.

! place with proper identification
| and ease traceability.
i

| Guiding stores staff in issuing the material to
the user department.

| Updating the records and bin cards.

' Mza:ntenance of records.

| department.

Issuing right material to the user |

' Ch=zks on stozk levels.
' Kezping a track on items.
| Fellowing FIFO system.

| To have a track on rack’s capacity and
| material stored on the racks.
Tc advise the staff regarding good house-
- keeping.
- Tc guida the core team in identifying the
| HIRA & EAIR in their area.
| Planning to contro. the usage of natural
resources and energy conservation.
- To comply all the norms given by external
| agsncies.

'ﬁHea}thy workmen. Clean
environment.

| Facing the Internal and external audits.

| Reviewing the objectives at regular intervals.
Taking necessary Corrective actions
obzerved non conformities.

| Corveying the improvements to top

’ menagement through MRMs.

' Continual improvement.
Internal customer satisfaction.
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“ Responslblhty Authority Accountabllltles !

Determnlng the competency level of
purchase personnel and with the assistance

! of training, identify training needs.
Perrmttmg the staff to attend the training

| clzsses provided by HR department.

To insist workmen for wearing PPE while

| performing the task.

7.2 Competency Requirement:

Qualification Experience Skillset

| Capable to Manage all the Project Stores with
Level -1 Head - Stores Master’s Degree 30+ Years proper guidance, support, Training &
Development, Decision Making

Can able to manage all the Stores Functions,
Feels Ownership, SAP Operating Knowledge,
thorough in MIS Reports & Reconciliations,

IMS Procedures & Good Material Knowledge

Able to support Incharge - Stores in all
conditions and good in stores operating
knowledge, SAP Operating Knowledge, Excel,
Word, POP skills

Independent handling experience of Stores
product category wise with utmost
knowledge on Systems and Documenta‘ion
flow and material accountability.

Level - 2 Manager - Stores Degree with Special zat.on 20+ Years

Level - 3 Dy Manger - Stores Degree - 10+ Years

Level - 4 Executive - Stores Degree 5+ Years

1‘ Timely reporting and honouring the works
assigned and ensuring things done on day to

o Tt day basis.

Level - 5 Supervisor - Stores Matriculate +
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lssues - Risks & Opportunities:

External Issue:

Exnsung controls ﬁ n m i

~ Actionplan |

Moisture content in ' W-Monthly
3 i Halt the [
Unloading of the material, : Overhead H-Stock
QES . At monsoon . unloading at 2 13 6 J
material Unloading employze - canopy statement
ill health | R-HOD Stores
. i T | W-As & when
Q.E S ¢ 1.ng o Floods/ Seepage | Material wastage FrEgEranen 143 3 Nil t-lnvldent
material method report
R-HOD Stores
I Instructed = T W-Monthly
ill leak: h 1 H-Spill
QE Inward Cemfent bag Spillage/ leakage of the e?;terna 1 12 9 maintain RM pi . age
quality cement provider not —— quantity
to use hooks g quality R-HOD Stores
i m e N | Follow-up B " W-Monthly
o Delay in Affect project S UP Alternative aatly )
Q Logistics deliver deliver for material 1 |2 2 F——— H-PR vs Receipts
elvery y delivery PP | R-HOD Purchase
A l F EREGEaRl e J o
oy Delay H.'l oading/ ) Alternative , I_W-Monthly
Availability of unloading of material Alternative .
Q Manpower ) manpower 1 |2 2 H-PR vs Receipts
manpower & Compensation of contractor
. arrangement R-HOD Stores
waiting charge |
8.2 Internal Issue:

~ Evalugztion

Inventory
management

Space constrairt

"
Mix up of material

and wear and tear of
material/ theft of
material

F Best
| atilization of
space

2 5S

implementation J[

_ { W-Monthly
i H-Stock

statement
R-HOD S-ores

N L. ]
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f I f_! | W-MRM
Stacking of Over stacking/ not | Man/ Material fall | S_ta.ckmg J : . l H-Incid‘ent/
Q material strapping ’ from height E‘lm]ts i Id i . Nil | AL
SOP | | register
f | ' R-HOD EHS
i ‘ ﬁ [ F | | W-MRM -
- . . . Stacking H-Incident/
[ 8 i;a:li]:;i/aissue | ric;:};glegrzt e % Man fall from heigh: . limits as per 113 3 i Nil g near miss
i SoP i ' register
; \ f | I | R-HOD EHS
| Flammable ' F ' Placing the } E Shed for W-MRM
QES material like Exposed to direct Affects chemical tarpaulin on ; 2 lal e | R ! H-Provision of
’ Paints, thinner, sunlight properties & Flames | the ckemical [ | i ' | resources
tarpent oil E ' | barrels i i i E storage ' R-HOD Stores ;

Probability (P): (1) Once in a year/ per 10 projects and abov;::(_Z_) Onceina qdarter,/ per 3 projects, (3) Several times in a month or every project,
Severity (S): (1) No quality/ delivery / environment/ occupational Fealth & safety issue,

(2) Slight quality/delivery/environment/ occupational health & safety ffect, (3) Leads to quality/ environmental issues/ incidents/ customer complaints,
Risk Rating (RR) = Probability (P) X Severity (S); If is RR < 5 Acceptable and if RR > 5 Not Acceptable

W - When, H - How, R - Responsible




9
9.1

MY

MYHOME CONSTRUCTIONS PVT LTD

Doc. No. MHCPL-PMO07-STR

Rev. No. 01

HOME
GROUP

PROCESS MAP - STORES

Date: 15.04.2025

Page No: 20 of 22

Interested Parties - Risks & Opportunities:
External Interested Parties

Opportunities

Existing
controls

t I Needs & : :

1 E/S Interested Parties 2 Risk
- ! Expectations p
1 s o

Needs &
Q/E/S Interested Parties Risk Opportunities Existing controls Action plan Evaluatien
Expectations

Busi S
External Compliance to i contmm'_cy
Q ) & supply of material/
provider agreement terms ,
services
9.2  Internal Interested Parties

;

agreement
terms

Adherence to

External
provider
evaluation

W- MRM
H- External
provider
evaluation
R- HOD

j Purchase

I
|
i

Mix up of material/ o
Id Labelli f
Q QA & QC entification of N — abelling o 1 4 3 3 Nil Nil
material material 5
material |
| - | W-MRM
Monthly and Intimation to H- Dispatch
q Purchase Sufficient tima Affects ldelivery of weekl'y 112 9 stor-es-for any f efficiency
for procuremsnt | the project planning deviation of the | report
report requirement | R-HOD
; I' Projects
e i . W- Monthly
. Dispatch
Ti -
EXYEI-‘DEI 1mely. Affects delivery of : 1 ) Market efficiency
Q provider/ arranging of } Stacking plan 2 1.2 4 o ,
Cosivachar material the product ! ’ predictions report
. ! , R- HOD
: [ | Projects
E [ ' Alternati e
Q Projects — Affects delivery SRR 2 |2 4 Overtime duty ! W- Monthly
manpower | manpower t
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| | requisitionin | ‘arrangement | | Dispateh |
| | advance ‘  bysupplier ||| efficiency
j ! ' [ | report
} E | Co R- HOD
z | | . ~ Projects
= e . Y — r - — ™ T : T e e
1 | Zero incidents, | [ , ;PES &
| | Safe work | Trainingon | | a;’:}ffment | W- MRM
: | atmosphere, | Occupational illness HIRA & oot PSR | H- Incident
E&S | EHS [ { S ) |2 (2] 4 monitoring (Air )
| | Adherence to | & Injuries ! environmental | [ i | st Noe & | review
, ‘ | | - I ; , Noi ‘
a | PPE’s 5 | | aspects L | DRGNS, | o yon sl
| i . l ’ ; i { Nlumination j
: | compliance ; i [ | A
i ; ; 3‘ ; | monitoring)

Probability (P): (1) Once in a year/ per 10 projects and above, (2) Once in a quarter/ per 3 projects, (3) Several times in a month or every project,
Severity (S): (1) No quality/ delivery / environment/ occupational health & safety issue,

(2) Slight quality/delivery/environment/ occupational health & safety =ffect, (3) Leads to quality/ environmental issues/ incidents/ customer complaints,
Risk Rating (RR) = Probability (P) X Severity (S); If is RR < 5 Acceptable and if RR > 5 Not Acceptable

W - When, H - How, R - Responsible
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