	[image: image1.png]> .
v\\@ BrienHolden Vision|nstitute




	Stock Take Reconciliation Template and Guidelines



Stock Take Reconciliation Template and Guidelines

	STOCK TAKE RECONCILIATION

	DATE:
	
	
	
	

	STAFF MEMBER:
	
	
	
	

	ITEM
	ACTUAL COUNT QUANTITY
	QUANTITY ON STOCK SYSTEM
	VARIANCE

	DESCRIPTION / MODEL
	CODE / POWER
	
	
	

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 


Guidelines to be followed when doing a Stock Take

1.
Count the actual inventory and record the quantities on the Stock Take Reconciliation form.
2.
Record the stock quantities on the inventory system on the Stock Take Reconciliation form.
3.
Compare the actual count quantities with the quantities on the inventory system.

4.
Indicate the variances resulting from the comparison. This is the difference between the actual inventory quantities counted and the quantities on the inventory system.

5.
Investigate the possible reasons for the variance e.g. theft or unrecorded inventory movements.

6.
 Make the variance adjustments on the inventory system to reflect the actual inventory quantities.

7.
Where necessary, put in measures to eliminate theft or other inefficiencies in the system that may have caused the variances.

It is important to make sure that all stock take documents are dated and filed for future reference.
Order Calculation Template

	ORDER CALCULATION TEMPLATE
	
	

	DATE: 
	 
	 
	 
	 
	
	

	STAFF MEMBER:
	 
	 
	 
	 
	
	

	ITEM
	ACTUAL COUNT QUANTITY
	USAGE PER MONTH
	REORDER POINT
	MAXIMUM STOCK LEVEL
	TO BE ORDERED

	DESCRIPTION / MODEL
	CODE / POWER
	
	
	
	
	

	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	
	

	TOTAL
	 
	 
	 
	 
	
	


Guidelines to be followed when calculating Order Amounts.
1. Count the actual inventory and record the quantities on the Order Calculation Template.

2. Calculate Usage per Month for each item according to principles found in D4_2_Stock Management Guidelines.

3. Calculate Reorder points for each item according to principles found in D4_2_Stock Management Guidelines.

4. Calculate Maximum Stock levels for each item according to principles found in D4_2_Stock Management Guidelines.

5. Determine which items need to be ordered, and order amount.

6. Transfer items to be ordered to D4_3_Stock order template to be sent to supplier.

It is important to make sure that all documents are dated and filed for future reference.
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