GUIDELINE AND CHECKLIST FOR STORE AUDIT
1. DOCUMENTS.
2. PROCEDURE FOR VERIFICATION.
3. OTHER IMPORTANT OBSERVATIONS:-

4. OTHER SCOPE:-

5. FOLES & RECORDS:-

1) DOCUMENTS:-
· Updated Hard copy & Soft copy registers of Inward, Outward, Item wise registers.
· Entire documents of DC’s, MIN’s, MRN’s & CSRV’s.\Statement of closing balance.
· Endorsed / Non endorsed items list.
· Approved statement of closing balance up to Stores visit date shall collect from stores incharge.
· Last DC, MIN, MRN & CSRV numbers shall collect from store records.
2) VEFICATION PROCEDURE:-
 Procedure for INWARD REGISTER Verification 
· First of all we shall fix which date onwards we are going to verify the records.(For example 1st March 2010 onwards)
· Take All CSRV’s, MRN’s(Material Return Note), Photocopy of Purchase bills (01.03.10 onwards) & Inward register(hard & Soft Copy)from stores and cross verify whether all items are taken in Inward register.
· See whether Item Codes and Description was maintained on all Documents & Register and that are matching with Stock statement.

· Verify whether the Inward register is having the full columns and that columns are fully filled.
· Verify whether all the CSRV’s are having the serial numbers.
· Verify whether All CSRV’s are filled the all columns and concerned employee was approved.

· Take the Manual CSRV’s and cross check with Vendor/Supplier Bill, DC, Pickling list, Gate pass, Security records.

· Verify is there any Damage and Shortage material was recorded on CSRV. If it is there verify the status of that Damage & shortage items.

· Verify whether all CSRV’s details are mentioned on Inward register.

· Cross verify the inward qty of each item is matching with closing stock statement.  
     Procedure for OUTWARD REGISTER Verification:-

· First off we shall fix which date onwards we are going to verify the records.(For example 1st March 2010 onwards)

· Take All MIN’s, DC’s, MRN (Material Requisition note) (01.03.10 onwards) & Outward Register (Hard & Soft copy) from stores and cross verify whether all items are taken in Outward register.
· See whether is there any item was released more than the requisition by contractor.
· See whether all Documents are written in at one time and it is there any corrections.
· Verify whether all the MIN’s, & DC’s are having the serial numbers and written full filled.

· See the Issued items are equal or less than the total qty of Subcontractor allotted BOM.
· Verify the Material requisition form thoroughly with including approvals and cross verify with MIN’s, Work Orders & Sites BOM. 
· Verify whether all MIN’s details are taken on Outward register.

· Cross verify the outward qty of each item is matching with closing stock statement.  

     Procedure for CLOSING STOCK Verification:-

· Verity whether Opening balance, Total inward qty and outward qty was taken on Stock statement and that stock statement was matching with physical stock.
     Procedure for PHYSICAL STOCK Verification:-

· Do the physical verification of each item (Good, Damaged, Rejected & work-in-progress) and see whether the physical qty was matching with closing stock statement.
· See whether the stock was kept in countable position or not.

· See the condition (Damaged & Non-movable) of the stock.
3. OTHER IMPORTANT OBSERVATIONS:-
· See that stock records & forms are in printed document.
· See the Manual registers are maintained for all the records.

· See the any overwriting / corrections are made on registers.
· See the all Sub-contractors are having the Approved Work orders and Subcontractor signature and it is matching with Material received note.
· See whether material requisition note is prepared and received from the user department to the stores dept and material issue note is prepared before issue of material.
· Appraise the procedure regarding inter-plant / store / location transfers.
4. OTHER SOCPE:-
· Material Storage & Management.
· Layout of Stores.

· Safety of material.

· Procedure of Material issue (LIFO / FIFO).

· Non-moving, damages items. & Excess stock.
· Security.
· Endorsement.

· Supply Commercial invoice.
· BOM Control.
5. FILES & RECORDS:-
· Inward , Outward, Item wise register /Stock statement (Manual & Soft copy)
· CSRV, DC, MIN, MRN, MRF (requisition form) files.
· Sub-contractors Work orders.
· Monthly closing stock statement.
· Photocopy of Supplier bills (PV’s).
· Front office & Security records.
                                                              Prepared by
                                                                 Internal Audit Team                  
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