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Storage 
A Self Study Guide for Members and Staff of Agricultural Cooperatives 

 
 

LESSON FIVE: Good storage practice 
 

 
 
Objective:  to explain key elements of good storage practice which 
help to protect products. Topics include stacking, care of bags and 
other containers, cleaning and maintenance, record keeping, and how 
to deal with spillage, pilferage and storm damage. 
 

 
 
It is your job to manage the storage arrangements for your co-operative to protect the 
produce as well as you can. Can you prevent or reduce losses so that storage is worthwhile? 
Is it enough to have a good building and familiarity with the various problems involved? Can 
you meet the standards set by your buyers? 
 
It depends on what you do, not on what you have or what you know. To organise and 
supervise everything we have discussed (the many inspections, control measures and safety 
practices), you certainly must be an effective manager and you must be firm about your 
own buying standards. 
 
Some of your other duties as manager are closely related to the task of storage 
management (for instance, organising the intake of produce or the reception of farm 
supplies). These are discussed in the study guides on "Crop Collection" and "Supply 
Services".  The one on "Planning" is useful in this connection. 
 
 

 
 

Check all goods received and dispatched 
 

 
 
Let us now look at some further considerations in the practice of good storage 
management... and at some specific tasks. 
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Care of bags and other containers 
 
� Wash and re-use jute bags. 
 

Jute bags cost money and the cost will obviously be reduced if the bags can be reused. 
Organise a system for effective utilisation of them. 
 
Do not keep untidy piles of damaged or used sacks in your store. They will soon become 
a home for rats, mice and insects. Useful bags should be cleaned and repaired, laid flat 
in bundles of twenty or twenty-five, rolled together and tied with string. They can then 
be stacked neatly on storage pallets and given a stock card. Useless sacks should be 
taken out and burned. 

 
� Return empty containers to suppliers without delay. 
 

Drums, cans, bottles, and other containers to be returned to suppliers should be 
cleaned out and kept in a separate area to await collection. Do not let the store 
become loaded with empty containers. 

 
 
Stacking 
 
� Always leave sufficient space around the stacks for the free movement of goods, 

routine inspection, stock-taking and cleaning. Never stack goods directly against walls, 
roof supports, or doors. 

 
� Establish a standard stacking layout in your store. Painting lines on the floor to mark 

stack outlines may help. It will certainly be useful to mark the gangways needed 
between stacks and walls. 

 
� Always keep commodities of different types stacked separately or with a clear marker 

between them. 
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Build up layers of bags in a stack so that the sides will not collapse. This is called "bonded 
stacking". Ensure that the sides of the stack are vertical or slope slightly inward, not 
outward!   
 

How to stack bags or boxes with cross-bonding  

 
 

 
Some bagged commodities lie best in a "unit" of five bags. Try to work out the best 
arrangement for compact, stable stacking with your own goods. 
 

 
 

 
If the same stacking pattern is always used, it will also assist in counting bags for stock-
taking. 
 
Bagged grain can be stacked high without damage. If the store has a high enough roof - so 
that space can still be left above the stack - you can stack most grain at least 20 - 25 bags 
high if the stacking is properly done. With cardboard cartons and wooden boxes you must 
be more cautious. How strong are they? 
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Routine cleaning and maintenance 
 
� Programme inspection, cleaning and maintenance work. 
 

Make a plan for yourself and your staff which provides for the implementation of 
important tasks.  It should include: 

 

• Frequent inspection and cleaning: work out instructions and check-lists on how the 
work should be done, when, and by whom. Keep a diary in the store to remind you 
of inspections and produce treatments. 

• Regular maintenance: lubrication of locks, bolts, hinges and other metal 
mechanisms; repainting of wood and metal work. 

• Repairs: to be done as needed. 
 
 
Spillage 
 
We have already discussed this in detail with regard to pest damage and hygiene. Some 
spillage is unavoidable, especially with granular commodities in bags, but you must work 
out a system to reduce it as much as possible. Always be on the look-out for spillage and 
deal with it when it occurs. Don't let it pile up. Your work system must include: 
 
� Regular daily collecting of minor spillage. 
 
� Immediate collection and rebagging of any major spillage (due, for example, to a burst 

bag or an upset container). If this is done immediately it is unlikely to be spoiled, 
otherwise it may be contaminated by pests or pesticides and then you will not know 
whether or not it is fit for use. 

 
� A recording system. This would be used in weighing and noting down any quantities of 

spillage either held for cleaning, for separate sale, or which has been destroyed. 
 
� Rules for careful handling. (For example, "Don't use bag hooks".) 
 
� Rules for sampling to prevent unnecessary spillage. (For example, "Don't forget to close 

up the openings made in sacks by sampling spears", "Don't use sampling spears on paper 
sacks".) 

  

 
� Regular inspection of the store for spillage caused by pests. 
 
� Regular inspection of drums, tins and bottles for signs of leakage. 
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Stock records 
 
An important aspect of effective storage is proper record keeping of the crops and farm 
supplies that are received, stored and issued by the co-operative. 
 
A "Stock Record Book" is generally kept in the office. Bin cards are generally used for 
records in the store.  
 
The following guidelines relate to the recording work done in the store: 
 
� Give each commodity - or stack of produce - a bin card; pin it to the stack or on the 

wall nearby. 
 
� Each variety, grade or packing type should have its own place and its own bin card. 
 

 
 

 
� Note any movement of produce (changes in the stock) on the card. 

Note the dates and quantities of intake and dispatch and the balance in stock. The 
entries should give reference to and tally with receipt or dispatch notes which are 
passed on to the office for corresponding entry in their books. 

 
� Note any observations made on moisture content or pest infestation during the regular 

inspections. 
� Note all details of treatments given to the produce. 
� Note details about substandard stock and any goods declared unfit and destroyed. 
 
All entries on the cards should be signed by whoever is responsible for the action taken. 
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Remember that you may be required to provide information about all these things for the 
goods that you have in store and for the goods that you have dispatched. 
 
Remember, too, that if ever you need help or advice on storage or pest control the expert 
you call on will be better able to help if you can provide these details. 
 
Finally, do not forget that it will be up to you, on the basis of your own experience with 
storage, to let your members know the standards for quality at intake that you must set if 
your operations are to be profitable to all concerned. 
 
 
 
Pilferage 
 
To guard against theft from your store you need a system that enables you: 
 

• to see if a theft has occurred; 

• to reduce the risk of theft. 
 

You need to know immediately if the store has been broken into, and whether or not 
anything is missing.  If the pilferage is not discovered, losses may be erroneously blamed 
on other causes.  After periods when the store has been unattended a quick inspection 
should always be made to see that there has been no forced entry. If forced entry is 
suspected there should be an immediate check on all stock and equipment. 
 
Your security arrangements will depend upon your situation and your knowledge of local 
risks: 
 
� Do the windows need bars? Can the doors be fastened securely? When the store is left 

unattended, at least one door must be secured from the outside - an adequate lock is 
needed. Are the walls and roof strong enough to stop a thief from breaking in? Do they 
need reinforcement? 

 
� Do you need to take precautions against minor pilferage such as customers or 

employees "helping themselves" to goods? 
 
 
 
Storm damage 
 
Your system to guard against water damage by storm or flood should include: 
 
� the use of stacking platforms for all goods (even metal drums can be damaged by 

standing water); 
 
� regular, careful inspection of the store for physical defects that could allow damage by 

rainwater (including wind-blown rain); 
 
� all necessary provisions for repairs before the rainy season begins; 
 
� immediate checks after storms for any damage to the building, especially roof damage. 
 


