The process and practises of obtaining logistical support
[image: ]In order to acquire new hardware, I have to order it from our main IT Stores in our HQ in Farnborough. I can only order new hardware if we have low stock or if hardware is needed for a ticket. Once the requirement for new hardware is logged in a ticket, I will add the stores team to the ticket so they can purchase and ship the necessary hardware to the required location. 

When additional stock is ordered I will raise a ticket with the stores team, who will then check our online storage database system (ITAMS) to see how much hardware we have in stock.  If our online storage system accurately reflects the current on-site stock levels then, the stores team will get all the hardware ready and send it to site. If stock levels do not match up with current on-site stock levels, then I must do a stock check and amend any mistakes that have been made in order to make the stock accurate.  Once this had been completed, I go back to our stores team who will check our online storage system again and if the stock is correct then they will package up the required hardware and they will then send it to site.
In order to acquire spare parts, I must first check if the machine that needs repairing is under warranty. If it is under warranty, then I will call for one of the manufacturers engineers to come out and fix it. If the machine is out of its warranty, then I assess the damage and if it is significant damage (like a faulty motherboard) then the machine will be scrapped and used for any spare parts we can get out of it. If the damage is minor (like a broken screen or keyboard) then, we will source the spare parts required for the repair from our main stores or from another machine that has been scrapped and then I will fix the machine. 
Limited stock is distributed throughout our region of support, when the need arises for assets to be sent to other parts of the region I will either send them through the post if they are going to a site where we have an IT engineer. Or if they are going to a site where there isn’t an IT engineer, I will take them and complete the job that are needed for. Alternatively, I have points of contacts on each of our sites and I can talk them through using the parts if it is a straightforward job.  

If the online storage system is correct.

If the online storage system is incorrect.
We then go through our stores and rectify any mistakes that have been made. 
The request for hardware is approved they post the hardware/goods to us.
I request the relevant amount of the hardware that is required, from the main stores at our HQ in Farnborough.
Stores will then check the online storage system to see how many of that specific piece of hardware are           currently on site. 
The need for hardware arises.
Acquiring Goods 

[bookmark: _GoBack]Acquiring New / Spare Parts 



Depending on the damage I will either fix it or send the machine back to        Farnborough to be disposed of.
If the machine is out of warranty.
The need for spare parts arises. I look at the machines warranty.
If the machine is in warranty.
I will call DELL in to fix it.
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