Must Have Inventory
Management Systems Checklist

v Organizational System

Book buying is very data intensive. Not only are you dealing with thousands of skus, but
established stores may have accounts with 30+ vendors. Each of those vendors has separate
standard terms and may have different terms for event orders, b2b orders, plus seasonal
promotions. You simply MUST have a system to effectively organize all this information. They
are many valid options, but for the course, we are requiring students to standardize and use the
same organizational system —- Trello.

v Frontlist Buying System

This system will ensure you are reviewing and ordering frontlist titles in time to receive them by
their release date. We will review the two primary techniques used in our industry: doing
seasonal frontlist ordering using reps/Edelweiss or ordering from a wholesaler.

v Restocking System

As a buyer, you also need a system to monitor stock levels on fast-moving titles and to restock
both backlist and frontlist as it sells. Options for placing re-orders include wholesalers,
Pubnet/Pubeasy, or through a publisher sales or CS rep.

v Special Order System

Handling customer special orders accurately and efficiently is key to great customer service
and can be excellent for cash flow. Monitoring special orders also gives you insight into your
customers and feedback on how you're doing as a buyer.

v System for Communicating the Buy (Internally to Staff & Externally to Customers)
Buying is a core store function, but its success depends on effectively communicating with all
the necessary store staff/systems (marketing, receiving, merchandising, sales staff, etc.) so that
stock actually sells through. If you buy a bunch of merchandise for a St. Patrick’s Day display,
but that display never goes up, your sell-through is likely to be abysmal.

v Cash-Flow Management System

Inventory is a store’s largest expense and has to be managed carefully. Tools and techniques
we will discuss in the course include: returns, turns, setting & monitoring inventory levels, and
buying to budget.

v Metrics/Analysis System

The only way to improve as a buyer is to measure, analyze, and learn from your results. We will
discuss metrics to track, how to create efficiencies through Edelweiss filters, and ways to
shorten the buying feedback loop.
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