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UV20364
Understanding the control, 
receipt and storage of stock in a 
retail business
The purpose of this unit is to provide you with the 
knowledge and understanding of stock control systems 
and the procedures for taking delivery of stock in retail 
business. It also covers the different methods of storing and 
moving stock in order to prevent damage or loss.
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On completion of this unit you will:

Learning outcomes Evidence requirements

Understanding the control, 
receipt and storage of stock in a 
retail business

1. Understand the importance of having the 
right stock levels

2. Understand how goods are received on the 
premises of a retail business

3. Understand how stock should be stored to 
prevent damage or loss

1. Knowledge outcomes                              
There must be evidence that you possess 
all the knowledge and understanding 
listed in the ‘Knowledge’ section of this 
unit. This evidence may include projects, 
assignments, case studies, reflective 
accounts, oral/written questioning and/or 
other forms of evidence.

2. Tutor/Assessor guidance                          
You will be guided by your tutor/assessor 
on how to achieve learning outcomes. All 
outcomes must be achieved. 

3. External paper                                          
There is no external paper requirement for 
this unit.
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Achieving knowledge outcomes

Developing knowledge

You will be guided by your tutor and assessor 
on the evidence that needs to be produced. 
Your knowledge and understanding will be 
assessed using the assessment methods listed 
below: 

• Observed work
• Witness statements
• Audio-visual media 
• Evidence of prior learning or attainment
• Written questions
• Oral questions
• Assignments
• Case studies

Where possible your assessor will integrate 
knowledge outcomes into practical observations 
through oral questioning.
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Knowledge

Outcome 1 

Understand the importance of having the right stock levels

You can: Portfolio reference 

a. Describe the purpose of stock control

b. Describe the consequences of inaccurate paperwork relating to 
stock

c. Describe how stock levels are maintained and the consequences 
to the business of not carrying the right levels of stock
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Outcome 2

Understand how goods are received on the premises of a retail 
business

You can: Portfolio reference

a. Explain why it is important to know what goods are expected and 
when they are due to arrive

b. Describe how to prepare the receiving area for goods delivery

c. Explain why it is important to check the quality and quantity of the 
goods received

d. Describe the procedures for reporting and recording: 
•   variations in the quantities of goods received 
•   defects in quality, such as damage or breakages

e. State what personal protective equipment should be used within 
the goods delivery area
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Outcome 3 

Understand how stock should be stored to prevent damage or 
loss

You can: Portfolio reference

a. Describe the methods of storing stock

b. Describe stock handling techniques which prevent damage and 
loss

c. Explain why the quality of stock should be checked regularly and 
state the possible reasons why stock may deteriorate in storage

d. Explain why stock should be stored in order of receipt and describe 
how this is done
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Outcome 1: Understand the importance of having the right stock levels

Unit content

This section provides guidance on the recommended knowledge and skills required to enable you 
to achieve each of the learning outcomes in this unit. Your tutor/assessor will ensure you have the 
opportunity to cover all of the unit content.
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Purpose of stock control: Keep a log of 
merchandise in stock and its quality, record 
stock levels, the balance of stock items 
held, allocate suitable storage for space, 
improve efficiency, prepare for seasonal 
fluctuations, prevent product wastage, 
improve stock rotation. 

Consequences of inaccurate paperwork: 
Negative impact on profits due to too much/
little stock, incorrect levels of stock in 
storage, stock not accounted for, customer 
orders not met, stock is not accurately 
tracked and manual stock checks become 
complicated, stock vulnerability. 

Maintaining stock levels: Stocktaking, stock 
checks including direct, spot and blind, 
stock calculations, audits and inventories, 
coded systems, regularity of systems used. 

Consequences of not carrying the right 
levels of stock: Too much/little stock, 
damage and deterioration of stock, impact 
on storage space, increased insurance 
and security costs, loss of profit and sales, 
customer complaints and dissatisfaction, 
damaged reputation, poor mystery shopper 
reports and consumer reviews and scores. 

Outcome 2: Understand how goods are received on the premises of a retail 
business

Importance of knowing expected goods 
and their arrival: Paperwork prepared, 
storage areas prepared, correct equipment 
made available, appropriate staff made 
available, improved efficiency, ensure 
delivery is complete. 

Preparing the receiving area: Clean and 
tidy the receiving area, ensure there is 
sufficient receiving and storage space, 
equipment and safety checks undertaken, 
personal protective equipment available, 
hazards and obstructions removed, 
accessibility for delivery, appropriate staff 
available to receive, paperwork available to 
check against.

Importance of checking the quality and 
quantity of goods: Ensure accurate quantity 
of goods, assess quality and condition of 
goods, ensure correct goods have been 
received, report inaccuracies, identify 
undelivered stock, reject unnecessary 
stock, prevent over/under stocking, chase 
products on backorder. 

Procedures for reporting and recording 
variations in quantities: Inform supplier, 
document discrepancies in paperwork, 
credit notes issued for undelivered stock, 
rejection of non-ordered goods.
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Procedures for reporting and recording 
defects: Inform supplier, rejection of 
damaged goods, completion of paperwork, 
credit notes issued for damaged stock, 
documentation of specific defects. 

Use of personal protective equipment: High 
visibility clothing, protective clothing and 
footwear, gloves, goggles, safety helmets/
hard hats, harnesses.

Methods of storing stock: Effective use 
of space, maintaining stock accessibility, 
grouping products for efficiency, clear 
labelling, hazardous goods locked away, 
temperature control of perishable goods, 
position of heavy items, safe use of rack 
systems, security, use of correct handling 
procedures, ventilation. 

Stock handling techniques: Risk 
assessments undertaken, adherence to 
manual handling procedures, staff training, 
safe positioning of stock, use of equipment. 

Importance of regular stock checks: 
Comply with health and safety legislation, 
prevent wastage and ensure sell-by-
dates have not expired, maintain product 
availability, prevent understocking/
overstocking, avoidance of excessive 
insurance premiums. 

Outcome 3: Understand how stock should be stored to prevent damage or 
loss

Deterioration of stock: Incorrect 
temperature control, poor ventilation and 
damp, reduced stock rotation, position of 
stock, prolonged length of storage, poor 
packaging, poor handling. 

Importance of storing stock in order of 
receipt: Prevent deterioration, simplify 
stock rotation, prevent stock loss, improve 
efficiency, prevent loss of sales and profit.

Outcome 2: Understand how goods are received on the premises of a retail 
business (continued)
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Notes 
Use this area for making notes and drawing diagrams


