Question�
Response/Answer�
 Y/N�
�
Does every Order have a Contract Review�Are orders stamped "Accepted" signed & dated; List 6 invoices at random


�
�
�
Have all Queries been dealt with satisfactorily. Check number of Credit Notes last 6 months�
�
�
Have Goods been booked out of the stock records ;   Use same orders as above�
�
�
Have alterations to the "Picking document been signed off”�
�
�
Verify that all the relevant details are checked in “Opera” before printing�
�
�
Check that orders are checked to picking lists prior to any invoicing.�
�
�
Has the order been crossed through to show it is completed�
�
�
Have goods been checked against documentation prior to moving to despatch area and has order been initialled;  Use same orders as 1�
�
�
Are orders awaiting despatch appropriately packaged and identified�
�
�
Is appropriate transport arranged�
�
�
Verify that the appropriate transport is arranged prior to invoicing.�
�
�
Check that the appropriate shipping documents are available for the goods�
�
�
Are Telephone orders/"Picking Documents correctly filed( logged). ;List 6 telephone orders examined�
�
�
Are the Blue and Pink Copies filed correctly;  Use same orders as in 1�
�
�
Is the Invoice book completed correctly; System is changing from Manual to computer�
�
�
Are all daily print outs of Invoices available; Are any numbers missing�
�
�
Check that the delivery note is attached to the goods�
�
�
Check that copy invoices are filed accordingly�
�
�
Check that all the original paperwork is filed with the invoice.  In customer file�
�
�
 If more space is required for answers use the reverse of this form�
�
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