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1 | Check that stock booked in is transferred to relevant | W/ |

| l location with Barcodes.

2 | Verify that goods are checked against the original Purchase
Order and Supplier delivery Note and then entered 1nto the
| Goods-in Book in intrastats. Check the Supplier delivery

Note has been stamped with the Opera Received stamp and
been dated and initialled. 7/ |

Check 5 separate stock items from the good awaiting QA
shelf. Pick am item, put the ID in Serial Number search to
get the Purchase Order Number POR and go to tg&% ]&ﬁwer A /

Notes file. ) o
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3 | Check that incorrect goo_ds, non-conforming parts and those | ‘

| with queries are segregated, identified as such and put on
hold awaiting action. These must all have a Hold label and - ( |
| Issue Number. |
List any that are unidentified. O("'

4 | Check the Goods in Book on Intrastats has been filled in |

| correctly. Look at the last week. : |
| In Stock — Deliveries 7/
[ o _ _ .
5 | Are all incoming consignments logged in the Goods Inward
| Book on intrastats. Check 5 random Delivery Notes/POR's

for the previous 3 months from different companies.
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| Check that items, once through QA are packaged correctly

and labelled appropriately. List 5 checked.
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, Check that goods in the Goods Inward area can be
identified and have not been left unprocessed for more than
| twodays. List any found.
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Verlfy that repairs booked in are identified by Service
Repair Number (SRN) and Service Repair Sheet (SRS).
That the approprlate information is included in the ducket
prior to moving to workshop.

| Check all the duckets on the Repairs shelf in Goods In. List
| any without the correct paperwork.

Check that the relevant information is entered onto
Intrastats.
Check 5 SRS’s. Returns — Returns Completed or Repairs
not completed.
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Check Building for unallocated or unmalied goods. List

| any found. ScorCoc 78 NG
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Are all, incom ng consignménts logged in theyGoods Inward

k-‘on intrastats. Check/S ranglom Delive Notes/ DOR's
| for the previous 3 montHs from differgrit companies.
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13 [Are unidentified goods marked Hold. Walk around building

log any unidentified goods found. ()U\P Of/ & ’ﬁf(*/(7 v, 51/* o i‘ :

14 | Check that Return to Supplier is complete and up to date as L
| per Intrastats. Task ID (66) Search issue to see if up to date. \/

e ﬂ == e =

15 | Check that there are no goods over one month left waiting - _ Ne | |
to be returned on the shelf. ‘ - ” '(Z
‘ Q l fémd | VU OT f“-’\
16 | Check Meeting in Intrastats is completed monthly by MD. # — -
| [ RIT7S

17 | Check that complgted stock is identified as such by
Barcodes and the location is correct. Check 5 stock 1tems at - |
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18 | Check that storage areas are adequate for safe handling and | *

easy access to goods. Walk round all stock areas and note . /

any restriction/problems.
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€ 1s incoming

~#4" Check that Return to Supplier 1s complete and up to date as per [ntrastats.
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Q [fE_- STH IN:
eck that stock booked in is transferred to relevant location with copsy—
' Barcodes |

rj: ------

RESPONSE:

) Verlfy that goods are lfdss-checked against the original Purchase Order and e

'S Supplier delivery Note, and then entered into the Goods-in Book. i g L:// C Af .
.. Check that mcorrect_é_()—eds are identified as such, W _

“ | Check that items, once te% are labelled appropriately.

List & checked.

Check that goods in the Goods 5oods Inward area can be identified and have not
been left unprocessed for more than two days. List any found.
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Verify that repairs booked in are identified as such and ‘that the

o

IPFOF
| formation is attached prior to moving to workshop. s W ” ( | |
Check that the relevant information is entered onto Intrastats. C (ol G LN 3
| Check that repairs are identified as such prlor to movement to another area,
and are identified by Serial Number/Service Repair Number (SRN)/Service
Repair Sheet (SRS). L AT e ST Tt
heck that\repairs argseparated into theds{fering departments 1.e. Workshop
\h.' or Tedhnigaf. B
s Are Non-Contorming parts and those with queries segregated and put on

' Hold, with a Hold label and Issue Number. .
,g'ck A\COY 11:1 than<Tened ta te ﬁ
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Check Bulldmg for unallocated or unmarke d goods.
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Are Rejected goods 1dentitied correctly.
Are goods return notes completed correctly. g E;Eh [CCet

Random Delivery notes/POR s for the previous 6 months from atleast3
companies.

Are all incoming consignments logged in the Goods Inward Book. Check 65,

i »
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aterial checked to see that-the rq irements.of the Purchase
OrderHave beenmet. Check € entries in Geods In Book. ;
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Are goods identified Hold when awaiting actlonH A c}ﬁ? g77le f:(-E’,
Check Inspection area log goods marked & unmasked.Opr

X S?M Lt hlel

Are unidentified goods marked HOLD.

Walk around building log all goods found.
ave the courier/delivery notes stampedveceiveds-Ope

date and imitials. Check 6 random entri€s.
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Check that there are no goods over ong month left waiting return. M\

foe

Check Meeting 1n Intrastats 1S com_pleted monthly by MD.

| Check that completed stock is identified as such by Barcodes and the location
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is correct. Check &,stock items at random. |
(i T ____________,L__ ——d

Check that storage areas are adequate for safe handling and easy access to
soods . Walk round all stock areas and note any restriction/problems. | | |

Audit Goods Inwards & Product Identity HL 20111020.doc ~ 20/10/2011
Page 2 of 2




