Inventory Record Keeping Guidelines

For the Retail Jeweller

Proper Inventory records are a necessary tool for a jeweler to operate a successful business.  Taking the time to establish and maintain accurate and up-to-date inventory records will save you time and money in the event of a claim.

If you have a loss, your inventory records will prove what inventory has been lost and its value so that your claim can be settled quickly.

Recovering insured losses isn’t the only reason Underwriters recommends to establish proper inventory records.  Inventory records can:

- alert you to missing items and errors in entry

- indicate when to reorder merchandise and 

- help deter internal theft.

Develop a perpetual inventory system
The type of system you should maintain is a perpetual system which can be kept on your computer, index cards or ledger notebook.  In conjunction with the perpetual inventory system, you should retain:

1. purchase invoices

2. sales receipts

3. an itemized listing of your annual physical inventory

To track your merchandise effectively, maintain your perpetual inventory on a daily basis.  In addition to keeping records of your own merchandise, keep a detailed listing of your customers’ goods, merchandise that belongs to others in the jewellery business and items that are temporarily away from your store.

Take a physical inventory at least once a year.  If you update your records regularly, your perpetual inventory should match your physical inventory.

How a perpetual Inventory system should work
1.  When a piece of jewellery enters your store from the supplier, compare the purchase invoice to the merchandise to make certain you received the correct item.

2.  Assign an inventory number to the new piece.  Inventory numbers may be assigned in a sequence by number, letter or letter/number combination.  The letter/number system allows you to divide your inventory into many categories.  For example, a gold chain could be CH-100; a wedding ring could be WR100.

Each piece of jewellery in your store should receive its own unique number.  Even two watches of identical make and price should not have the same inventory number.  (One exception is computerized systems that inventory merchandise by stock keeping units (SKUs).  Similar items are given the same SKU number and tracked by quantity.)

This is an acceptable inventory method.

3.  Enter the Inventory number in the perpetual inventory system that works best for your, along with the following:

a) a description of the item

b) the date the item was received

c) your cost for the item

d) the manufacturer’s name 







 




When a piece of jewellery is sold, record the date the item was sold.

With this information, you can maintain accurate inventory records.  You can add other columns to your records, if you feel it will help track merchandise.  Additional columns could include manufacturing style number, manufacturer invoice number, type of metal (e.g. 14 karat gold, platinum, silver, etc.), type and weight of stones, customer’s name, selling price of item and method of payment.

If you follow these record keeping guidelines, and you maintain and update your system on a regular basis, you will meet the inventory record keeping requirements of your policy.

Underwriter’s Minimum Requirements

For Inventory Record Keeping

To comply with the inventory record keeping requirements of a Jewellers Block Policy, you must take the following steps:

1. Take a detailed and itemized inventory at least once a year.

2. Maintain purchase invoices of all items.

3. Maintain a record of the cost of component parts and labour for manufactured (assembled) items.

4. Maintain sales receipts, which identify items sold by inventory numbers, descriptions or some other method that will trace the items to the listing of the physical inventory and the original source documents (purchase invoices).


1. a listing which describes merchandise in such a manner that will trace items to the original source documents (purchase invoices)

2. the value of each item

3. the date the inventory was taken

4. the total value of all inventory

The following is a sample record for maintaining your inventory:

	Inventory
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Preventing Losses When Open

Losses that occur when you are open

for business account for two-thirds

of the claim submitted  by 

Jewellers Block policyholders.

Shoplifting, grab-and-run theft,

Employee dishonesty, messenger losses

and armed robberies are among

the most common types of crimes

jewelers suffer during daytime hours.

------------------------------------------------------------------------------------------------------------

Over 60% of jewelery-related

Losses are preventable.

The following recommendations 

can  help you prevent losses

that occur while your store 

is open for business.

Opening & Closing

1. Alternate your times and routes when you go to and from work, the bank, lunch, etc.



2. Never open or close your store alone; someone should watch from a safe distance and have a rapid access to a phone, preferably a cellular phone.

3. As soon as you enter the store, relock the door.

4. With the doors locked, remove valuables from safes or vaults and arrange in displays.

5. Never open your doors to anyone who is not an employee while you are preparing to open or have closed.  Robberies sometimes dress as employees of delivery companies, such as UPS, Federal Express or the Postal Service.

6. When it’s time to close, first clear the store of customers, lock your doors, and place as much merchandise as possible in safes or vaults. 

Securing Your Store

1. Install pick-resistant locks on all showcases, wallcases and show windows.  Don’t use universal keys.

2. Secure showcase glass with metal clips and adhesive.

3. Inspect your showcases several times daily to be sure they haven’t been tampered with.

4. Keep all display cases and windows keylocked during business hours.

5. Install a chime on your entrance to alert employees of customers entering or leaving your store.

6. Consider installing a one-way mirror in your store.

7. Design your floorplan so that employees have a clear view of the entire showroom.

8. Don’t permit the public to use your restroom.

9. Do no display all your high-value merchandise in one place; distribute precious items throughout the store in strategic areas away from entrances.  Excess high-value items may be locked in a drawer or cabinet to remain out of sight during an armed robbery.

10. Install surveillance equipment: either a closed circuit television with a videotape recorder or a surveillance camera with recording capability.  Change tapes routinely and keep them for at least four weeks before re-using them. Continuous videotaping is preferred to time-delay systems.  Consider taping 24 hours a day.  Replace tapes after re-recording 10-12 times

11. Install holdup buttons, including the wireless type.

Security & Your Staff

1. Have regular security meetings with your employees.  Train staff to be constantly alert to the possibility of being cased.

2. Train employees how to deal with armed robbers: cooperate completely, remain calm, strictly obey robber’s orders (don’t even raise your hands unless instructed to do so).

3. Exercise proper key control: never leave keys on hooks; limit the number of duplicate keys; restrict the number of employees authorized to have access to keys; and use wrist key holder.

4. Always ask salespeople, delivery people, etc., for proper identification before doing business with them.

5. Use pre-established code words to alert other employees of suspicious situations.

6. When discussing jewelry business, assure that your conversation cannot be overheard by others.  Never discuss business with strangers or acquaintances who could use the information against you.

7.  Immediately report all suspicious activity, including being cased, to the policy.

Selling with Security

1. Station at least two employees on the sales floor at all times.

2. Wait on one customer at a time.

3. Show only one item at a time to a customer.

4. Never turn your back on a customer.

5. Strive to be constantly alert and don’t be fooled by distractions, such as arguments, commotions, or people dressed in official-looking uniforms.

6. Keep every slot in display trays filled with merchandise or markers.

7. Require identifications before showing high-value items.



Jewelers who do not have surveillance equipment are victimized most by daytime losses.  Statistics show that more than 60% of the daytime claims submitted to Underwriters are reported by businesses which did not have surveillance equipment.

Camera systems are effective in deterring grab and run, sneak theft and employee dishonesty losses.  They are also a great way for jewelers to prove how a “mysterious disappearance” loss really happened.

Adopting the prevention procedures outlined in this brochure will prevent loss of profits for you.  Discuss the techniques with all store personnel. 

Preventing Losses When Closed

A jeweler’s exposure to crime

doesn't diminish when night falls

and the store is closed.  In fact,

two types of nighttime losses – 

burglaries and smash-grab-and-run losses – 

account for a large portion of the claims

submitted by Jewellers Block policyholders.

------------------------------------------------------------------------------------------------------------

To minimize your exposure to nighttime

Losses, Underwriters recommend

a number of precautions.

Against Burglary

1. Maintain proper key control.  Limit the number of employees who have keys to your premises.

2. When an employee resigns or is terminated and has key access, change locks on doors and combinations to safes and vaults.

3. Install a burglary-resistant safe/vault which is listed by Underwriters Laboratories (UL).  The value of the merchandise which you will store in the safe determines the quality of safe to purchase.  Contact your Broker for input before making a purchase.

4. When closed to business, store as much merchandise as possible in safes or vaults.  Most nighttime losses involve jewelry left out of safes.  Be sure to comply with the in-safe percentage requirements stated in your insurance policy.  Merchandise left out of a safe should not be visible from outside the store.  We discourage use of cloths to hide merchandise in showcases.

5. Consider using a safety deposit box to store excess merchandise.

6. Install and maintain an alarm system which is listed by UL.  The value of the merchandise which you keep on your premises and your location determine the type of premises and safe alarms which are necessary for your operation.  Contact your broker for input.

7. Based on your store’s security needs, consider using two different alarm companies: one company for perimeter protection, and the other for safe, vault and other interior alarms.

8. If the control unit for your alarm is governed by a shunt switch, update your alarm system to include a control unit which provides an entry/exit delay system.  Such a precaution will prevent somebody from compromising your alarm system with duplicate key.

9. Do not authorize your alarm company to approve any irregular opening of your premises when you are closed to business.  If you must enter the premises during non-business hours, personally sign in at your monitoring station before entering your business.

10. Make sure that your alarm system is maintained properly.

11. Test your motion detectors daily by checking the light indicators.  Make sure your motion detectors provide the proper fields of protection and are set low enough to pick up intruders.

12. Install the control unit for your alarm system within a motion detector’s field of protection.

13. Check the phone line which transmits your alarm signals.  Is it easily accessible?  If it is, find out if the line can be changed or if access to it can be limited.

14. Is the phone line which transmits your alarm signals easily identifiable?  If it is, remove any tag or label which indicates the purpose of the phone line.

15. Never take an alarm signal for granted by assuming it is a false alarm.  If your alarm system suddenly begins to malfunction, have the system checked by professionals.  Don’t be satisfied until they determine exactly what is wrong.  If the system is not working, guard your premises personally or arrange for professional armed guards.  (Professional burglars often sabotage alarms to observe a jeweler’s response procedures or lull a jeweler into being lax about alarm malfunctions.)

Against Smash-Grab-and-Run

Your alarm system will not stop a smash-grab-and-run burglar.  Even an inexperience criminal can smash a window or door and take merchandise displayed in showcases before police can respond to an alarm.  The best way to prevent smash-grab-and-runs is to store as much merchandise as possible in safes or vaults and protect glass doors and windows with physical barriers.

1. When you close to business, remove all merchandise from show windows.

2. Store as much merchandise as possible in safes or vaults.  The only merchandise that should be left out is bulky, non jewelry items, low valued costume jewelry and inexpensive watches.  Not even low-value merchandise should be left out if it is visible from the exterior of the store.  The higher your in-safe warranty, the more credit you will receive on your jewelers block premium.

3. Install iron bars behind all glass windows and doors.  Install bars inside the premises because then a thief first must break glass to compromise the bars.  Of course, your glass should be monitored by your alarm system so that anybody who tampers with the glass will activate an alarm.

4. If it is not feasible to install bars behind your windows, alternatives are (a) installing a roll-down grate, or (b) replacing your plate glass with UL listed burglary-resistant glazing material, or (c) hanging a second pane of burglary-resistant glass behind the outside glass.

Against Robbery

1. After regular business hours, when you’ve closed to business and locked your doors, never reopen your doors (including to late-arriving customers).

2. When you leave your premises after locking the doors, carry a wireless alarm transmitter with you to your car.

3. If the police or alarm company call and ask you to come to the store for any reason, ask for the caller’s name and badge or ID number.  Look up the correct phone number and call your alarm company or police.  Do not leave your house or open your door until you have verified the caller’s identification.  This could be an ambush.

GOOD BOX

The Safe Way to Ship Jewelry
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Pack jewelry in cardboard jewelry box.  Seal with tape.

Label box with return address in case outer shipping is damaged.

Pack cardboard jewelry box in large, sturdy, unmarked shipping box

(no smaller than an adult-sized shoe box).

Pack shipping box with packing material to protect jewelry

box during shipping.

Seal shipping box with gummed reinforced paper

mailing tape or pressure-sensitive shipping tape.

Disguise mailing information so jewelry words

are never mentioned.

Always ship package under signed receipt, using

First-Class Registered Mail whenever possible.

DON’T use a small box as a shipping box.  Never

ship jewelry in any type of envelope or folder.

DON’T use string, rope, masking tape or cellophane tape to seal the package.

DON’T indicate anywhere on the box or label that the package contains

Jewelry or that it is being shipped to or from a Jewelry-related business.

“PROFITS”

STATEMENT OF VALUES

Name​ ____________________________________________________________________

Location of Risk ​​​​​​​​​​​​​​​​​​​​​​​___________________________________________________________

ALL ENTRIES TO BE ON AN ANNUAL BASIS

(For each  item applicable to your business, determine the amount which would be insured   during one entire year of normal operations.)

	
	
	Actual Values for

Current Year
	Estimated Values for Upcoming Year

	
	Net Profit (Before Taxes)
	$
	$

	  1.
	Advertising
	
	

	  2.
	Auditors’ Fees
	
	

	  3. 
	Data Processing under Contract
	
	

	  4.
	Delivery & other services under contract
	
	

	  5.
	Depreciation
	
	

	  6.
	Director’s Fees
	
	

	  7.
	Expenses of Branch or Local Offices
	
	

	  8.
	Insurance Premiums
	
	

	  9.
	Interest on Debentures & Bonds
	
	

	10.
	Interest on Mortgages and Loans
	
	

	11.
	Lighting, heating, power
	
	

	12.
	Maintenance of Plant & Machinery
	
	

	13.
	Printing, Stationary & Postages
	
	

	14.
	Pumping & Ventilation
	
	

	15.
	Rent
	
	

	16.
	Royalties
	
	

	17.
	Salaries & Wages
	
	

	
	a) Officers, executives & permanent staff
	
	

	
	b) Foreman, skilled employees whose services could not be dispensed with pending resumption of normal operations
	
	

	
	c) All other employees
	
	

	18.
	Taxes
	
	

	19.
	Telephone
	
	

	20.
	Traveling Expenses
	
	

	21.
	Upkeep of Automobiles, etc.
	
	

	22.
	
	
	

	23.
	
	
	

	24.
	Miscellaneous Standing Charges (not exceeding 5% of the total amount  insured in respect of specified standing charges)
	
	

	
	                                             TOTAL:
	$
	$


