
CLIENT:  HOSPITAL BANGALORE 	
YEAR: MARCH 2009
	STOCKS
	YES/NO
	REMARKS


	1
	Are stocks stored in assigned areas:
	
	

	2
	If so, is access to these areas limited?
	
	

	3
	Are stocks insured against the following risks:
a) Fire?
b) Strike, riot and civil commotion?
c) Flood?
d) Hail damage, where applicable?
e) Burglary?
f) Riot?
	
	

	4
	If the answer to any of the above is negative, is it due to a specific decision taken by a senior official?
	
	

	5
	Is a record maintained for the insurance policies?
	
	

	6
	Is the period reviewed periodically?
	
	

	7
	Is there an official who decides on the value for which the stocks are to be insured?
a) Basis of valuation of stock for insurance?
	
	

	8
	Is the adequacy of the insurance cover reviewed periodically?
	
	

	9
	Are they periodically reconciled with accounting records?
	
	

	10
	Where there is a system of perpetual inventory count:
a) Is there a periodical report of shortages / excess?
b) If so, are the differences investigated?
c) Are the differences adjusted in the stock / records and in the financial accounts?
d) Is written approval obtained from a responsible official to adjust these differences?
	
	

	11
	Are there norms for stock levels to be held?
	
	

	12
	Is there a periodic reporting of :
a) Slow moving items?
b) Damaged items?
c) Obsolete items?
d) Over stocked items?
e) Non moving items?
	
	

	13
	Is there a well-laid out written procedure for inventory count?
	
	

	14
	a) Are stocks physically verified at least once in a year?
b) Is this done by a person other than persons who are responsible for maintaining these records of the store?
c) Are written instructions prepared for guidance of employees engaged in physical stock taking to cover:
i) Proper identification and arrangement of stocks?
ii) Cut-off points of receipts and deliveries?
iii) Recording of the conditions of stocks?
iv) Compliance with the conditions of insurance policies?

	
	

	15
	Are the physical inventory records, such as tags, cards, tally sheets, under numerical control?
	
	

	16
	Is stock in hand relating to third parties, such as, customers’ stocks and consignments physically segregated or properly identified?
	
	

	17
	Are confirmations obtained from the third parties for stock held on their behalf?
	
	

	18
	Does the storekeeper issue stores etc. , only against Requisition Notes signed by authorised officials?
	
	

	19
	Whether norms for the stock levels have been fixed, and if so whether they are reviewed periodically depending upon the consumption and procurement cycles.
	
	

	20
	Were fresh purchases of non moving / slow moving items made and if so what was the volume
	
	

	21
	To check the position of items issued against returnable and non returnable gate passes.
	
	



