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Introduction

> .
Setting Up
the System

‘Condom Tracking System

Fixed Interval

Projects set up to stop the spread of HIV and other sexually transmitted
diseases (STDs) often include condom distribution as a part of their services. The
project leader must make sure that there we always enough condoms ready as the
project needs them. This means setting up a condom tracking system. Most
project leaders have had little practice in setting up a system, placing orders for
stock (condoms), and tracking inventory (watching/monitoring the number of
condoms-in-stock and on-order) to make sure there we always condoms ready to
distribute. This packet will help project staff learn about inventory control
methods as they relate to condoms.

Throughout this packet, special terms are used to explain the inventory/
condom tracking system. The words shown in bold are described in the text and
defined in the word list on page 12, Data from a “sample project” in the mythic
country of Kenal is used to show how to complete the equations and forms. The
packet also contains blank copics of the forms so project staff can use the forms
in their projects.

A number of inventory tracking methods have heen created by condom
logistics experts (skilled people who help plan condom distribution systems).
One of these methods, the Fixed Interval System, is the topic of this packet. The
Fixed Interval System tracks the numbers of condoms used during a regularcycle
or defined period of time, called a “*fixed interval.” In most projects the interval
is a quarter (three months), but some projects may use other interval lengths to fit
their special needs.

At the end of the each interval, a count ~f condoms-on-hand is made. A new
order is then placed to restock the condoms used during that interval. For this
reason, the “interval™ is sometimes called the “reorder interval.” The fixed
interval system works best if condom use is steady or can be correctly estimated
fromone interval tothe next. If use rates are very uneven or unusual in some way,
then a different type of tracking system, created with the help of a condom
logistics expert, may better fit the project.

There are anumber of steps to complete in setting up a Fixed Interval System.
They include:

Step 11 Select a reorder interval that fits the project (see page 2).

Step 2: Estimate the average number of condoms used during the interval
(see page 2).

Step 3:  Determine the lead time for orders (see page 4).

Stepd:  Decide the safety stock required (see page 4).

Step 5: Complete the maximum stock level equation (see pages 60-7).

An in-depth account of each step is provided on the following pages along
with examples from the Kenal project.
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Step 1: Select a Reorder Interval

The first step in setting up a Fixed Interval Condom Tracking System is to
decide the interval or time period that the project will use. The interval which is
chosen should fit well with the other roles and tasks that the project staff must
fulfill. Other issues which may affect the choice of interval length include access
to transport and on-site storage. In more remote sites, access to transport may
limit the number of deliveries. The project must also be able to provide proper
storage space for all condoms it receives (see the Condoms: Quality Assurance
Issues Information Packet).

Most projects do a count of stock-on-hand and order more condoms on a
quarterly basis. Some projects may order more often (monthiy) or less often
(twice per year) to meet the project’s needs and adapt to special situations.

Step 2: Estimate Average Number of Condoms Used

The nextstep isto estimate (for new projects), or count (forexisting projects),
the average number of condoms used during the interval. In new projects
where no condoms have been distributed or in existing projects where no records
have beenkept, the “average number of condoms used during an interval” should
be the amount of condoms the project hopes to distribute when all parts of the
project are working (see the Estimating Condom Needs Information Packet).

In existing projects where records have been kept, the number of condoms
used can be found by studying the condom report torms. If the amount of
condoms distributed has not changed much overtime, then anaverage of the most
recent three to four intervals will work. 1f the number of condoms distributed has
gone up overtime and project staff expect it to rise further, then make an estimate
of the highest number the project will use during the busiest times.

The average number of condoms distributed (stock used) should be closely
monitored so that condoms are always ready when the project needs them. To
help monitor stock levels, a Condom Stock Record should be used to note the
date, numberof condomsis.ued (distributed), the intended purpose or destination
(how the condoms will be used), and the date and number of usable condoms
received from the warehouse (see page 3). Any time condoms are issued or
received, the new balance should be calculated. This record will make distributing
condoms and placing orders for new ones easier.

Anexample of a completed Condom Stock Record using data from the Kenal
sample project is on the next page. When the Kenal project was new, the project
manager estimated that the project would distribute about 60,000 condoms every
three months. The project manager also chose to use aquarterly interval (review
period) to track condom use.



Condom Stock Record Fixed Interval System

Instructions: Fill inthe blanks at the top of the form. The unit of issue is boxes of 100 condoms, {Exceptinrare cases, condoms
are shipped in cartons of 6,000 condoms, 60 boxes of 100). Complete steps 1-5, in the Condom Tracking Svstem Information
Packetto decide the review period, the estimated condom use rate per interval, the safety stock, and the maximum stock level.

Record all data in the space provided whenever condoms are received from the warehouse and issued 1o project staff. Calculate
the running balance after each entry to reflect the current amount in stock.

pro]ect Title Kenal Peer EdICondom Distribution Estimated Condom Use/Interval 60,000

Unitof Issue oxes of 107 condoms Satety Stock 18.600

Review Perlod _ cnd of cacli quarter Maximum Stock Level 120,000 condoms

{ssued to/ Purposc/ tsable Amount Amount Balince

Date Received from Destination Received Issued 43,400 Initials
4-2-9] Juanita peer ed. 3500 $9.4900) VA
4-3-9] Belinda peered. 2300 37.000) WA
4-9-9/1 Marguerite peered. 1700 J5.900 WA

4-15-91 Tina hrothel dist. 1500 32400 wpr

4-19-9/ Maria brothel disi. 4700 27.700 wp

4-23-91 Catrina peer ed. 2100 25.000 IS

4-23-¢ The Condom Stock Record allows project staft SO0 24,800 JS

to track, on a continuous basls, the number ot ]

4-26-1 condoms In stock. At the end of each interval, the 1000 23800 Q)

ey totals from the "received” and "Issued"” columns ; . .
301 and the last entry In the "balance” column are 1900 =1.900 )
5.2.9] recorded on the condom order form (see page 9). 1000 20900 IS

The running balance column also shows how

569 often the project Is using safety stock to meet dally 1700 fv.200 )
5.9.9| needs. Inthe example shown, the proiectwas using 29 : %
safety stock to meet distribution em‘ands for most v 16.300 wr
5-13-9 of May (balance less than 18,600 condoms). The 2200 14.100 A
project manager should adjust the system If this
5-16-¢ trend continues (see page 70). 2700 11,400 174
5-21-9] i peered. Y00 10,500 A
5-24-91 Juanita peer ed. 1800 8,700 IS
5-28-91 Ann peer ed. 3400 5.300 IS
6-4-9/ warehouse 48,000 S3.300 wpr
60-0-91 Tina hrothel dist. 3900 49400 we
6-10-91 Marguerite peer ed. 2700 46,700 IS
6-14-91 Mariu hrothel dist. 4500 42,200 wp
6-17-91 Tina hrothel dist. 3700 J8.500 wp
6-20-91 Maria hrothel dist. 5500 23,000 174
6-27-91 Catrina peer ed. 3500 20,5 JS
6-28-91 Ann peer ed. Jo00 25,900 A
0
Interval 48,000 65,500 stock-an-
otal received distributed Dand
Family Health International AIDSTECH
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Step 3: Determine the Lead Time for Orders

The next step in setting up a system is to figure out the lead time for orders, the
average amount of time between when you place an order and its delivery to the
project. In existing projects, staff can compute the lead time by looking at project
reports that were used to place orders and record their arrival. If order/receipt records
are not easy to obtain, or if it 1s anew project, then an estimate of the lead time must
be made. The estimate should be made by talking with all of the groups (including
customs officials, if necessary) that will process condom orders.

The best way to monitor the stock ordering and receipt process is to use a
Condom Order Tracking Form¢(sce page 5). An Order Tracking Form provides
a running record of all orders placed and received. Tracking orders in this way
allows the project staff to determine when an order is likely to arrive and whether
a complete order is received.

Inthe Kenal example shown on the sample Condom Order Tracking Form, the
orders placed at the end of each quarter (actually the first working day of the next
quarter), arrive about two months later. This indicates alead time of roughly twa
months (or eight weeks) which 1s about 62% of the quarterly reorder mterval.

Step 4: Decide the Amount of Safety Stock

Ideally the lead time 1s the same from one order to the next and all condoms that
the project orders arrive in good shape. However, supply and delivery systems are
noteasy for the project tocontrol. Also, the project may quickly begin to distribute
more concdoms than the project statt expects.

Toprovide forthese unusual events, the projectmust always have enough stock
to allow the projectto keep going. This extra amount of stock, called safety stock,
serves as a butfer whichallows the project to meetcondom needs until more arnive.
Note: Fordistribution purposes, the “safety stock™ is potdifferent frontother stock and
it should never be set aside or stored apart from the rest of the stock. All stock must
be distributed inan orderly manne r—the oldest condonts first (see topic, irst to Expire-

First Oue (FEFQO), in the Condoms: Quality Assurance Tssues Information Packet).

The optimal safety stock level is a function of the lead time and condom use.
In the Kenal project we expect a lead time of about two months. Using the guide
below, a safety stock for the Kenal project would be four weeks™ condom usage,
or 18,000 condoms. Fourweeksisroughly 31% of aquarter so, using the quarterly
distribution wmount of 60,000 condoms, a four week supply is equal to .31 x 66,000

or 18,600 condoms.

As a general rule, the lead time relates to safety stock as follows:

Lead Time Safety Stock
1 _month . 2 weeks' usage
.2 months 4 weeks usage |

months 5 weeks' usage

4 months 6 weeks' usage

6 months 8 weeks' usage

8 months 9 weeks' usage

12 months 12 weeks' usage




Condom Order Tracking Form Fixed Interval System

Instructions: Zuch time a condom order is placed. record the order number, the date, and quantity ordered. When the order
arrives from the warchouse, record the date it arrives aind the total nuntber of condoms received. Compare the number of condoms
ordered with the number of condoms received and recond the ditference i the short column. If some of the condoms received
were damaged,t add that number to the number of condoms short. Tn the usabte stock column, recotd the amount received less
any damaged condoms. Record the manufacture date and note if the condoms in the new shiginent are older than others in stock
(the oldest condons should be distributed firstty. £ See the Condoms. Quality Assurance Issues Information Packet.

Order Order Quantity Artival Anmount Short and/or Usable Manulacture

Number Date on Order Date Recerved Damaged Stock Date
/ 5-1-80 120.000 R 120,000 [20.000) 13.88
2 10-2-89 J0.000 12-4-89 So000 20000 J.8N
3 [-2-90) 30,00) 25.00) I8.000 IS0 18000 S8 ¥
4 4-2-910) 72000 NH-o4.01) S8 i) 24 000 SN0 AN
b) 7-2-90) 84,000 9.2.9() S-L.000 1.2.000) J2.000 7-qy Kk
6 [0-1-90] 84000 12-+4-00 N0 120000 2000 Jouq) e
7 [-3-91 72000 S R [20o0 oo T ko
& 4-1-0] 78000 O-3-10] AN 0010 S 48000 ]2y ¥
9 7-1-9] un ) Gy.5.0} ey i) DO () ]
10 10-1-9] wOLO00

The Order Tracking Form provides arunningrecord

of allorders placed and received. Each time an orderis
placed, the order number, the date of the order, and the

quantity ordered should be recorded. When the order
arrives, the date of arrival, the amount recelved, the

amount short or damaged (if any), the resulting usable
stock, and the manutacture date should be recorded.

Theexample shows how torecord the data, including

orders that are:
short *

(the shipment contains fewer condoms than the project

] ordered)

damaged **

(condoms received in the shipment are damaged and
cannot be used)

both short and damaged ***

(the shipment contains fewer condoms than were
ordered and of those received. some are damaged and

cannot be used)

Cartons which appear damaged should be opened

rlﬂht away and inspected. Interior boxes or condoms
which are crushed, wet, or spoiled In some way should

be destroyed.
Also note; the delivery that arrived on 9-3-90

contalned condoms that were manufactured In 7-89.
These are clder than those that arrived on 6-4-90 and

should be distributed first.

Family Health International AIDSTECH
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The Condom Order Tracking Form also provides o space to record the
manufacture date (date condoms were made). The staff member(s) who
records this data should make note of this date and figure out if the shipment
received contains condoms that are older than others that are now in stock. It the
new shipment contains condoms that are older, then they should be distributed
first. As a general guide, condoms should be used within three to five years of
the date which they are made. Proper storage can “extend the life™ of a condom.
Improper storage methods (i.e., high heat, moisture, pests, and air pollution)
cause condoms to degrade quickly (see the Condoms: Quality Assurance lssues
Information Packer).

Step 5: Compute Maximum Stock Level

Afterthe interval length, the average number of condoms distributed, the lead
time between placement and receipt of an order. and the amount of safety stock
have been set, the project manager can compute the maximum stock level. The
maximum stock level is the “optimum”™ level of stock needed to meet the needs
of the project. These needs include condoms to meet normal demands and to
cover minor shipment delays and/or higher than normal distribution demands.

The equation below shows the items which must be taken into account when
calculating the maximum stock level for a project. The example shows how to
complete the maximum stock level equation usmg the data from the Kenal
project. After completing the equation, round the amount of condoms to the next
highest multiple of 6,000 (for ordering purposes). The rounded amount is the
maximumstock level. Use the worksheet onthe next page to figure the maximum
stock level for your project. The maximum stock level equation must be done
before you can compiete a Condom Order Form and place an order for condoms
(see Condom Order Form page 9).

Maximum Stock Levei Equation Kenal lead time = 8 weeks
Kenal Sample Project Kenal average distribution = 60,000/quarter
maximum safety average # lead average #
stock = stock <4 condoms distributed 4 tme X condoms distributed
level during interval during interval

62%
18,600 + 60,000 + (.62 quarter X eo,ooo)

18,600 + 60,000 + 37,200

115,800 condoms == | 120,000 condoms | Maximum Stock Level
(rounded to the next highest multiple of 6,000, see chart page 9)
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Complete the Maximum Stock Level Equation for Your Project

Interval
What reorder interval have you chosen for the project? (quarterly/monthly/other)

Condoms Used
How many condoms on average will the [,)n).;cut use during an interval?
Enter this mumber in box 2 and box 4 in the maximum stock level equation below.

Lead Time
What is the lead time in weeks from placing an order until delivery”

What percent of the reorder interval is this”
See chart #1 below. Enter this percent as a decimal in box 3 below

Safety Stock

Chart #2 below shows the amount of safety stock that the project should keep on-hand.  Locate the
approximate amount of lead time for your projecton the chart. 'E'hc Safety Stock column shows the number
of weeks of average condom use that vour project’s safety stock buffer should cover. weeks'
. usage
Mext, convert the “number of weeks usage™ 1o a “number of condoms™ using the following cquation. To
complete the equation, find onchart #1, the number of weeks™ usage for your project and select the percent
that refates to vour reorder interval (quarter or month). Change the percent o a'decimal and multiply the
decimal by the number of condoms esed during the reorder illlL‘l'\'il&. Faiter the result in hox [

# of weeks usage converted average number of condoms

to a pereent tdecimal) of used during the safety
quarterly or monthly interval X quarterly or monthly interval = stock

Chart 1: Converting Weeks to Quarters/Months Chart 2: Suggested Safety
Number  Percent of Quarter  Percent of Month Stock Amounts
of Weeks (13 weeks) (4.33 weeks) Lead Time Safety Stock
2 15% 46% 1 month 2 weeks' usage
4 31% . 92 /o 2 months 4  weeks' usage
5 39% 115% h 5 —
6 46% 139% 3 months weeks' usage
8 62% 185%, 4 months 6 weeks' usage
9 69% 208% & months 8 weeks' usage
}g 1 gSZ//o 317;:/0 8 months 9 weeks' usage
/0 /0 '
26 200°% 600%% 12 months 12  weeks' usage
Maximum Stock Level Equation
maximum safety average # lead average #
stock = stock +  condoms distributed + tme X  condoms distributed
level during interval during interval
o e ] a
=1 |+ ] + X )
box 1 box 2 box 3 box 4
= + e + e
= _ condoms s Maximum Stock Level

(rounded to the next highest multiple of 6.000, see chart page 9)
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Once you know the maximum stock level, you can order your supply of
condoms. Inanew project the first order placed should be forthe maximum stock
level amount. In existing projects the order amount is the difference between the
maximum stock level and the current stock-on-hand. The Condom Order Form
shows project staff how to decide the right amount of condomsto order to achieve
the maximum stock fevel and thereby meet project demand (see page 9). 1f a
problemoccurs and an order does not arrive on schedule, project staft should find
out whether it is lost or delayed and take the appropriate action to correct the
error. Note: In projects with a long lead time, if a new order is placed before
receipt of the previons order(sythen the amount of condoms on-order should he
included in the opening stock level figure.

To complete the Condom Order Form, project staft should follow the
instructions on the form. As noted on the order form, condoms must be oidered
from the warchouse in cartons or multiples of 0,000, One carton contains 6,000
condoms. The cartons hold 60 boxes of 10 condoms e¢ach. The chart on the
Condom Order Form serves as a guide to help figure the next highest multiple
of 6,000 after the amount needed has been caleulated.

As shown on the order form, the opening stock level should be the same
amount as the stock-on-hand from the previous report. Before ordering, it is
best to make a count of the actual stock to ensure that the amounts written on the
report forms are the same as the actual amount-on-hand. It the two amounts
differ, correct the error by ordering stock based on the actual count,

If the amounts on the forms often differ from the count of actual stock, then
it may be a good idea to monitor the stock more closely. To correct this problem,
staff may need to receive more training on the importance of keeping good
records. If record keeping is not the problem, the room where the condom stozk
is stored may need to be locked to prevent theft. Access to the condom stock
should be limited to one or two people to reduce record keeping errors and ensure
that the stock is properly maintained.

The project manager should set up a system to maintain stock at the correct
level. He/she should assign specific tasks to well-trained statf members to ensure
that the system is carried out in the correct way. A very simple tracking system can
be set up using a clipboard in the distribution area. Copies of the Condom Stock
Record and the Condom Order Tracking Form should be attached to the clipboard.
Records of all actions should be kept as shown in the samples in this packet.

Besides the tracking of condom stock levels, there are other tasks which must
be done to ensure thar the distribution system works in the correct way., Some
ofthese other tasks include estimating condomneeds, rotating stock , maintaining
proper shipping and storage conditions, aned ensuring that high quality condoms
are available for distribution. Although these topics fall outside the scope of this
packet, they are reviewed in otiier Information Packets in this series.



Condom Order Form

Reporting Period:

Fixed Interval System

411 191 through 6/ 30,91

Kenal Peer Ed/Condom Distribution

Project Title

Indicate the reporting period and project title in the space
above. The reporting periods are fixed intervals; one follows

right after the other on a set basis.

Opening Stock Level

At the beginning of the reporting period, count the number of
condoms in stock and enter number here (should be same number as
the Stock-on-Hand from the previous reporting period).

Condom Shipments Received

At the end of the reporting period, refer to the Condom Stock Record
and add up how many condoms (usable stock) were received since
the reporting period began.

Condoms Distributed

Refer again to the Condom Stock Record and add up how many
condoms were distributed during the reporting period.

Stock-on-Hand/Total Inventory Position

Add the numbers in box #! and box #2, then subtract the number in
box #3. Enter the result here,

Maximum Stock Level

Enter the maximum stock level from the Condom Slvock"il'ecord ‘or‘

ask the project manager for the answer to the Maximum Stock Level
Equation described in the information packet.

Amount Needed

Subtract the ainount in box #4 from the amount in box #5. Enter the
result here.

Order Quantity

Using the chart below, round the number in box #6bl(A) lhe nexi higheSt
multiple of 6,000 (condoms can only be ordered in multiples of
6,000). Place an order with the warehouse for this amount.

43,400

+ 48,000

- 65500

— 25,900

120,000

— 25,900

94,100

96,000

16 cartons

- number of cartons = number of condoms
1= 6000 11 = 66,000
2= 12,000 12 = 72,000 Completed by:
..... 3= 18,000 13 = 78,000
4= 24000 14 = 84,000 Name  Willie Pate
- §= 30000 15 = 0,000
' = = N ot AL . .
;ga 32:882 1.6, = 102,000 Title Project Manager
8= 48,000 18 = 108,000
9= 58,000 19 = 114,000 Date __7-2-91
10= 60,000 20 = 120,000

Family Health International
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Aprojectshouldreceive refill orders in ample time to meet normal distribution
demands without using condoms in the safety stock buffer. If the project is using
stock below the “safe level™ on a regular basis, then the maximum stock level
equation should be computed again using the most current distribution amounts
and lead times. If condom demands are far below the estimate, it may be a good
idea to adjust the stock levels downward to avoid wasting condoms. Downward
adjustments should not be carried out until a project is in full working order.

The forms in this packet should help project staff track and manage condom
supplies on a day-to-day basis. However, it is also useful to take a longer term
view of how the logistics of the system are working.

A summary table of data collected over time from the imaginary Kenal
sample project is shown on the next page. Although such a table is not needed
to complete any of the day-to-day record keeping duties, it does provide a useful
summary of the condom stock levels for the project over time. Updates to this
table should be made cach time an order is placed. This process will provide up-
to-date information on the project at all times. A summary table of this type is
useful for pinpointing problems -with condom stock levels since it is the only
record that lists all the distribution and order information in one place.

The table permits project staff to spot trends in distribution, such as an
increase or a decrease, or usage that changes with the seasons. The Kenal data/
information provides some good examples of the items that can be compared. In
the example shown, not only did the distribntion rate increase over time, it went
over the estimated “condom use rate per quarter” each quarter for an entire year.

Recall that the “condom use rate per quarter™ for the Kenal project was set at
60,000 condoms at the start of the project. This amount was used to compute the
maximum stock level for the project. Because of the large increase in the condom
use rate, the maximum stock level should be computed again. As shown in the
table, the distribution rate in the third and fourth quarters of 1990 and the first and
second quarters of 1991 was an average of 69.8K. This higher distribution rate,
coupled with the receipt of an order which was 30,000 condoms short, helped
create a very low opening stock level in the third quarterof 1991, Inmid-1991 the
project manager computed the maximum stock level equation for a second time
using the more recent data and then changed the maximum stock level to 1 38K.

Summury data of this type gives project managers a clear idea of which parts
of the systemto adjust. This long termview helps ensure that condoms are always
ready for distribution and permits the project manager to plan for the future.
Some problems, such as shipments which are very short or damaged, may be hard
to foresee and correct. However, with proper care, a good system design can help
lessen many of the problems that might occur.



Summary Table of Data Name of Project _Kenal Peer Ed/Condom Dist. |1. dgistribution rate higher than

estimated for several intervals

Instructions: At the end of each quarter. record the data from the Condom Order Form in the spaces provided. 2. received order that was 30,000
Make note of the number of condoms distributed and decide if the amount 1s hugher than e xpected. Ifthe number is higher condoms short :
than expected and remains that way for three to four guarters. recaleulate the Maximum Stock Level Equatontotake this 3. extremelylowopeningstocklevel §
into account.

4. recalculated and adjusted §

Also note when opening stock levels ase veny low. Attempt to figure out the cause and correct it (it possible). maximum stock level

| | abed

Apr. Jul. Oct. Jan. Apr. Jul. Oct. Jan. Apr. July Oct.
K =1.000 May Aug. Nov. Feb. May Aug. Nov. Feb. May Aug. Nov.
Jun. Sept. Dec. Mar. Jun. Sept. Dec. Mar. Jun. Sept. Dec.
Year | _9 N9 N9 90 90 S0 1) 91 97 91 9/
. 3.
Opening Stock Level 0 0 UsK SSK 53K 41K 52K 48K 43K 26K 52K
2. \
Condom Shipments Rec'd ( 120K 0K ISK 48K 2K 72K 00K 48K YoK
(usable stock) /
’ -
Condoms Distributed 0 23K HOK 50K 60K 73K 76K 63K 65K / TOK
Stock-on-Hand/ T USK | OSSR | S3K | 41K | ok | 48k | 43k / 26K || 52k
Total Inventory Position /
Maximum Stock Level 120K [20K | 120K | [20K I20K | 120K | 120K | 120K || 120K 138K
Amount Needed 120K 25K ISK 07K TUK SOK 72K 77K 94K SoK
Order Quantity 120K 30K 36K 72K S4K S4K 72K 7SK 96K 90K




Word List

page 12

average number of condoms used during the established interval- the
amount of condoms consumed by a project during a given period of time
(amount may be estimated or calculated using actual distribution data)

condom logistics expert- skilled person who helps plan condom tracking/
distribution systems

Condom Order Form- document that provides a method for determining how
many condoms to order to maintain the maximum stock level

Condom Order Tracking Form- document that provides a cumulative record
of all orders placed and received; items recorded include the order date, quantity
ordered, arrival date, amount received, short, or damaged, and the usable stock

Condom Stock Record-  worksheet that provides a method for tracking
condoms reccived and issued; items documented include the issued/received
date, number of condoms issued/received, the intended purpose or destination,
and a balance of the number of condoms currently in stock

fixed interval system- a process developed to track condoms during a regular
or fixed period of time (usually quarterly), designed for use in projects where
condom use/distribution is relatively steady

inventory- the amount of condoms (stock) on-hand

lead time for orders- the average amount of time between the placement of an
order and its delivery to the project
manufacture date- the date the condoms are made; usually indicated on the

carton and condom wrapper

maximum stock level- the optimum level of stock needed for a project to meet
normal operating demands, and to cover minor shipment delays and higher than
average distribution demands

opening stock level- the actual phrsical inventory at the beginning of the
interval (same as the “stock-on-hand” for the previous interval)

stock- item(s) in the inventory (inthis packet “stock”™ always refers to condoms)

safety stoek- the number of condoms needed to fill distribution requests if order
deliveries are late or if the use rate rises unexpectedly during an interval

stock-on-hand- the number of condoms in the inventory at the end of the
interval (same as the “opening stock level” for the next interval)

tracking inventory- the process of monitoring the amount of stock (on-hand
and on-order) by keeping careful records like the examples shown in this packet



Condom Stock Record

Instructions: Fill in the blanks at the top of the form. The unit of issue is boxes of 100 condoms. (Except inrare cases, condoms
are shipped in cartons of 6,000 condoms, 60 i oxes of 100). Complete steps 1-5, in the Condom Tracking Svstem Information
Packet 1o decide the review period, the estimated condom use rate per interval, the safety stock. and the maximum stock level,

Fixed Interval System

Record all data in the space provided whenever condoms are received from the warchanse and issued to project staft. Caleulate
the running balance after cach entry to reflect the current amount in stock.

Project Title

Estimated Condom Use/Interval

Unit of Issue

Safety Stock

Revlew Period

Maximum Stock Level

Issued to/ Purpose/ Usable Amount Amount Balance
Date Received from Destination Recetved Issued Initials
Family Health International AIDSTECH
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vondom Order Tracking Form

Instructions: Each time it condom order is placed. record the order number, the date, and quantity ordered. When the order
arrives from the warchouse, record the date it arrives and the total number ol condoms received. Compare the number of condoms
ordered with the number of condoms received and record the dilference in the short column, If some of the condoms received
were damaged, T add that nuniber to the number of condoms short. In the usable stock column, record the amount received less
any damaged condoms. Record the nianufacture date and note it the condoms in the new shipment are older than others in stock

(the oldest condoms should be distnbuted firstd).

Fixed Interval System

T See the Condoms: Quality Asstrance Issues Information Packet,

Order Order Qll:\lllil)’ Arrival Amount Short and/or Usable Manufacture
Number Date on Order Date Received Damaged Stock Date
AIDSTECH

Family Hasalth International

el



Condom Order Form

Reporting Period: / / through /

Fixed Interval System

/

Project Title

Indicate the reporting period and project title in the space
above. Thereporting periods are fixed intervals; onc follows

right after the other on a set basis.

Opening Stock Level

At the beginning of the reporting period, count the number of

condoms in stock and enter number here (should be same number as
the Stock-on-Hand from the previous reporting period).

Condom Shipments Received

Atthe end of the reporting period, refer to the Condom Stock Record

and add up how many condoms (usable stock were received since the
reporting period began.

Condoms Distributed

Reter again to the Condom Stock Record and add up how many
condoms were distributed during the reporting period.

Stock-on-Hand/Total Inventory Position

Add the numbers in box #1 and box #2, then subtract lhcnumbérm

box #3. Enter the result here.

Maximum Stock Level

Enter the maximum stock level from the Condom Stock WR>e'c'0rd"0ArA R

ask the project manager for the answer to the Maximum Stock Level
Equation described in the information packet.

Amount Needed

Subtract the amount in box #4 from the amount in box #5. Enter the
result here,

Order Quantity

Using the chart below, round the number in box #6 to the next highesi
multiple of 6,000 (condoras can only be ordered in multiples of
6,000). Place an order with the warchouse for this amount.

QOUCNRC N

cartons

:number of cartons = number of condoms

Lo 1= 6,000 11 = 66,000
= 12,000 12 = 72,000 Completed by:
mem 1
= 24, = )
= 30,000 15 = 90,000 Name
= 36,000 16 = 96,000 .
= 42,000 17 = 102,000 Title
= 48,000 18 = 108,000
= 54,060 19 = 114,000 Date
= 860,000 20 = 120,000

Famlly Health Internat’ ..al
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Summary Table of Data Name of Project

Instructions: At the end of each quarter, record the data from the Condom Order Form in the spaces provided.

Muike note of the number of condoms distributed and decide if the amount is higher than expected. Ifthe number is higher
than expected and remains that way for three to four quarters. recalculate the Maximum Stock Level Equationto take this
into account.

Also note when opening stock levels are very low. Attempt to figure out the cause and correct it (if possible).

AFr. Jul. Oct. Jan. Apr. Jul. Oct. Jan. Apr. July Oct.
May Aug. Nov. Feb. May Aug. Nov. Feb. ay Auz. Nov.
Jun. Sept. Dec. Mar. Jun. Sept. Dec. Mar. Jun. Sept. Dec.

Year - - - _— _ _— _ -

Opening Stock Level

Condom Shipments Rec'd
(usable stock)

Condoms Distributed

Stock-on-Hand/
Total Inventory Position

Maximum Stock Level

Amount Meeded

Order Quantity




Any part of this information packet, including the reporting forms, may be
copied, reproduced, or adapted to meet local needs, withour permission from

the author or publisher, provided the parts reproduced are distributed firee or

for the cost of reproduction (not for a profit) end the user credits the source.
Family Health International would appreciate being sent a copy of any

materials in which text or reporting forms have been used.

Support for the publication of this information packet was provided by
AIDSTECE!Family Health International with funds from the United States

Agency for International Development (USAID).

AIDSTECH

Family Health International

P.O. Box 13950

Research Triangle Park, NC 27709 USA
919-544-7040
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