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~  INTERNAL AUDIT CHECKLIST /G TI AIRE
DATE: AUDITOR: . - | AUDIT PROQCEDURE
' Audit No 02 COP’s 03, 20.5 i
rQUESTIQ_ RESPONSE Y/N
Are Telephone orders being logged in the call log k ,C » |
correctl G // *-#/ a7 g Y

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, | >/
initialled and dated correct [$SL€ (_ﬂ k Z .
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ORD File(s) are in ORD number order and archived \
correctl s At st oy M 5 |

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.
| Quotes
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Internal Audit Check list

R . ‘CONTRACT REVIEW _ L
Created: | 17/May 1995 Audit No C f VM3/COPO3
* | VIcame ¢ | vopos
Revised: 13 Last printed 3/28/2007 12:07:00 '| Page 1 of 1
September PM
2011 | p SR ) " o apiag
Audit Date | Auditor ' ISO
INTERNAL AUDIT CHECKLIST / QUESTIONNAIRE
| DATE: AUDITOR: | AUDITPROCEDUR
Audit No 02 COP# 03, 20.5 o
QUESTION: ' | 3E§P0NSE: | YN
Check that all phone, en%ieg are recorded in the [~ S 14”*6 | |

ersonal diaries.

Verify that the same information is added simultaneo
inte “Goldmine”.

b onsi

Are replacement goods offered “Same Day” as stafed? Vo buin T (L

| Check that originals are filed in datal order filg

'

Check that all current i)rices are retrievable from “Opera”
& Intrastats

customer, and cross referenced to the quote (on file

Verify authorisation for quotes aboye £1000 Have been
countersigned by a director /

Verity that the order is checkec}/for stock availability,
production and delivery times’are achievable through
Intrastats . '

Check that the order is so/Stamped with the account No
and 1nitialled as acceptgff.

i

Check that order diff¢rences are resolved prior to
acceptance, and thg,( this information is recorded in

Goldmine FaEsa

r.qg»\ ol

) e iy 74 % O)

Verify that the eekly review meeting is undertaken
I_where possible’with 4 weeks being the maximum
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