Instore Routine Best Practice

ACTION DAILY  WEEKLY MONTHLY

<

Check for any Wholesale updates or NFRN e-mail cannons.

Check off newspaper supplies against delivery note.

Check off magazine supplies against delivery note.

Check credit for any claims made previous day appears on delivery note, if not
reclaim.

GOODS IN

Check daily credit against returns note and notify wholesale of any queries.

Contact wholesale with claims/queries.

Store 2 Door- Check HND copies.

Shop saves - Check for new orders.

Put out new stock removing old issues and recording quantity on delivery note.

Complete returns note using figures recorded on delivery note.

Double check shelves for titles, where you have nil returns or expected returns from
your EPOS system

At end of day ensure both newspaper and magazine returns recorded accurately, and
left in secure, clearly identified parcels for collection.
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Count vouchers and label ready for weekly processing.

RETURNS Check NFRN website for any notified ANMW price/barcode changes.

Check for one shots and titles no longer stocked.

Check NFRN website for local depot performance information.

Review all partwork standing orders.

Assess level of returns.

CISISS]S

Make diary note of the date that any directly supplied product is due to be returned
e.g. local specials, one shots.

Check Core titles using Newspro Retail Group availability checklist.

Adjust standing orders with wholesale via phone, SNapp or i Menzies.

Tidy display throughout the day, paying attention to before and after peak trading i.e.
early morning, lunchtime, early evening.

ANIANIANIIN

Check for Newspro Retail Group email update and implement any required promotional activity. v

NEWS Check events calendar for any promotional opportunities or seasonal/local events v
p]S\V/= Ne]=1lY =\ coming soon.

Read trade press publications inc Retail Newsagent. v

Check consumer facing messages.

ANIAN

Review your customer needs and buying habits.

Review customer shopping experience. v
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We can Achieve more! ed R




