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	DATE:
	AUDITOR:

Audit  09
	AUDIT PROCEDURE– 

GOODS INWARDS – COP/05 & 06

	QUESTION:
	RESPONSE:
	Y/N

	Check that stock booked in is transferred to relevant “Hold” location with copy delivery note signed as “Un-checked”.
	
	

	Verify that goods are cross-checked against the original Purchase Order then entered into the Goods-in Book.
	
	

	Check that incorrect goods are identified as such, and are processed as stated in the relevant procedure.
	
	

	Check that proprietary items, once tested, are boxed / bagged and labelled correctly.
	
	

	Check that goods in the Goods-Inwards area are identified as awaiting checking.
	
	

	Verify that repairs booked in are identified as such and that the appropriate information is attached prior to moving to workshop.
	
	

	Check that the relevant information is entered onto the Lotus database.
	
	

	Verify that non-serialisation items are labelled when bagged.
	
	

	Check that repairs are identified as such prior to movement to another area.
	
	

	Check that repairs are separated into the differing departments i.e. Workshop and / or Technical.
	
	

	Are Non-Conforming parts segregated and put on HOLD
	
	

	Check Goods marked Hold
	
	

	Check Building for unallocated or unmarked goods
	
	

	Re rejected goods identified correctly
	
	

	Are goods return notes completed correctly
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