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INTERNAL AUDIT CHECKLIST / QUESTIONNAIRE
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TQUESTION: ’ RESPONSE: RS
| Are Telephone orders being logged in the call log (N }‘\rm Sz \/

Are Contact Details being updated in the system correctly
Check 5 of this weeks Invoices: Check the Invoice, ORD
customer paperwork and CRM are correct. Stamped,
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| ORD File(s) are in ORD number order and archived F]CDU ol one & vie g \/
correctly oS Sl . | / B
Quotes and proformas file used correctly check 3 of each,
Box size where relevant, checked as per order , stamped
emailed and dated. - check any over the limit set in
vm3COPO3 have been signed by a director.
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