Materials Tracking
Crew Leader

Learning Objectives
By attending this session, participants will be able to:
· Discuss the role of the crew leader in keeping track of materials.
· Describe how a perpetual inventory system works.
· Recognize the relationships between the crew leader and other weatherization staff in maintaining material accountability.
· Give examples of various methods for assuring material accountability.
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Supplemental Materials
Handouts & Resources
Area and Volume Calculation Worksheet.
Cellulose Coverage Chart.
Crew Leader Responsibilities by Agency Size.
Inventory Management.
Master Inventory Control (Class Exercise and Key).
Truck Inventory Sign-Out Sheet.
Truck Material Inventory Sample.
Warehouse Material Sign-Out Sheet (Class Exercise and Key).


Online Platform Lessons
Use these online interactive training modules as prerequisites before students attend the course, or as in-class computer lab sessions. Users must first create an account at www.nterlearning.org to access the lesson. 

a- 2.7 Building Measurements https://www.nterlearning.org/web/guest/course-details?cid=248

Classroom Props & Activities
Daily Sign-Out Sheet Exercise (30 minutes)
1. Divide students into pairs. Try to pair people who don’t know each other.
2. Provide each team with a calculator, pencils, and the Warehouse Material Sign-Out Sheet.
3. Based on the information provided on the sign-out sheet, each team should calculate and enter the amount of material used, the cost of each item, and the total cost of all installed materials.
a. Subtract the “amount returned” from the “amount loaded,” and enter the result into the “amount installed” column.
b. Multiply the result by the unit cost. 
c. Enter the result in the “cost” column.
d. Repeat the operation for succeeding rows. 
e. Add the costs for all materials.
f. Enter the result in the “total” blank.
4. When complete, go over the correct results with the class using the Warehouse Material Sign-Out Sheet Exercise Key.

Reconciling Inventory Discrepancies (two parts at 15 minutes each)
Part One – 15 minutes	
1. Divide students into pairs, or keep students paired from the previous exercise if it fits the schedule.
2. Give each person a copy of the Master Inventory Control Exercise.
3. Ask students to examine the sheet and note any discrepancies in inventory. The quantity balance should always match up with the physical count.
4. Ask each pair to share one discrepancy they found. Refer to the Master Inventory Control Exercise Key to make sure all correct answers have been exhausted before continuing to Part Two.
Part Two – 15 minutes
1. Ask the students how they can resolve the kinds of inventory discrepancies found in Part One.
2. Write down student responses on the white board or flip chart.
Possible answers:
· Check the master inventory control sheet for math errors. 
· Check daily sign-out sheets for errors.
· Check sign-out sheets for accuracy and completeness.
· Check “received” entries for accuracy and completeness.
· Recheck the physical count.
· Conduct home visits.
· Check the final inspector’s completed jobs report to verify what was actually installed on the house.
· Check the invoice and packing slip for materials received from vendors and compare to their original inventory entries.
If the paperwork checks out, there may be a reason to suspect theft or tool loss on the job site. As long as there is a paper trail connecting the original inventory entry, the daily sign-out sheet, and the completed job report, the discrepancy can often be traced back to a miscount or math error.

Cost Averaging Exercise (15 minutes)
Have students find the average unit cost given the quantities and unit costs of old and new stock. 
1. Issue calculators, pencils, and scratch paper.
2. Draw the chart below on a white board and write in the headings on the rows and columns as shown. Do not write in the values for the New Balance row or the Total Value column (values in red) yet.
3. Write in the quantity and unit cost for the new purchase as shown.
4. Ask all students to calculate the total value for the new purchase and enter the answer in the column on the right. Don’t be afraid to call on people. (Answer: 875 x $4.25 = $3,718.75)
5. Write in the quantity and unit cost for the old stock as shown.
6. Ask students to calculate the total value of the old stock and enter the answer in the column on the right. (Answer: 100 x $3.95 = $395.00)
7. Ask the students to calculate the new balance quantity by adding the quantities and enter the answer. (Answer: 875 +100 = 975)
8. Ask the students to calculate the new balance total value by adding the total values and enter the answer. (Answer: $3,718.75 + $395.00 = $4,113.75)
9. Ask the students to calculate the average unit cost by dividing the total value by the new quantity balance and enter the answer. (Answer: $4,113.75/975 = $4.22/bag)

	Cellulose
	Quantity (bag)
	Unit Cost
	Total Value

	New purchase 
	875
	$4.25
	$3,718.75

	Old stock 
	100
	$3.95
	$395.00

	New balance 
	975
	$4.22
	$4,113.75



Class Overview
· Use the presentation, discussion, and handouts to introduce students to the key elements of material accountability and tracking. During the presentation portion that covers perpetual inventory systems, refer to the Inventory Management handout, which describes the system.
· Have students practice tracking materials with the Daily Sign-Out Sheet Exercise described above. 
· After the section of the presentation discussing physical counts and reconciliation, give the students practice at both noticing and reconciling materials discrepancies with the two-part Reconciling Inventory Discrepancies Exercise. 
· When discussing inventory points, distribute and refer to the Truck Inventory Sign-Out Sheet and Truck Material Inventory Sample. 
· Give students practice with the cost averaging method of materials costing with the Cost Averaging Exercise above. Move on to include additional materials as appropriate and have them calculate the average cost per unit. 
· If students volunteer stories of materials that are lost or stolen at their agencies, have the class put a value to those losses to give students an understanding of the benefits of accurate materials tracking. Work with rough cost estimates to figure out, as a class, how much money the missing materials represented. Ask for suggestions of what the agency could have purchased with the “lost” money. An infrared (IR) camera? New safety equipment? 
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