¥ Internal Audit Check list

@

CONTRACT REVIEW | _
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. VOP 04
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| 2016 7 : |
Audit Date [7-%-/6 | Auditor Helea (omwéd | 180
INTERNAL AUDIT CHECKLIST ONNAIRI iy o]
ATE: ~ | AUDITOR: AUDIT PROCEDURE
Audit No 02 COP’s 03, 20.5 .

QUESTION: _ RESPONSE: Y/N
Are Telephone orders being logged in the call log ol 257
correctly T
Are Contact Details being updated in the system correctly | Pro (2l e v
Chéck 5 of this weeks Invoices: Check the Invoice, ORD | ¢n . Aol Bt
customer paperwork and CRM are correc Sta?lped g o Lo O e
initialled and dated cor;'sectly 0{_5‘.53 v WM{_ oflSs — Qe st
1. SonD CU6KH N Stmpt g Confrvmonca
2. YSORS ©OU CZ;S /{?F Sheay? ’?7( S C@f‘fufl' B Wit 3 "
3. Y SORD v b! £ gy it t o . (ccce
4. vsorP Cv67Y ot &\Lwye/af /10 L A
5. /SR> o6y v cull en CRM < oS 3

ORD File(s) are in ORD number order and archived
correctly

Quotes and proformas file used éorrectly check 3 of each,
Box size where relevant, checked as per order , stamped
emailed and dated. - check any over the limit set in

vm3COPO03 have been signed by a director.
Quotes

1 _
2. N/A rene
2%

| Proformas
1.

GG & F s g e
3.

Untitled l.odt 16/08/2016  Page 1 of 1




'‘PAANIBO3) Usa( sey GE0PZEC0ZY82020HVEEZED ‘NVal  22892¥Vv4 -9P0D HIMS/OId

Mmmwwwmmhrmmwﬁn@oh iny u1 yuswAed jyun ssed jou seop spoob 0} Bl ‘Zv-8/-0Z 9p0D HOS Yueg G60ZEE0 ON J/V 3
-sa1bojouyos | Josuag ydeibepue 1Jo }psaid 1o

ZvSveo 5esL (0) vy+ - duoydajal pauleuslus aq jouued sawli} 8say) Bye suiie|d
N ‘1aZ 0Zag @4IYSHIOA ISaM 1di90a1 Jo sAep ¢ uiyum sabewep Jo sabeuoys | 'HQL £€2Aag S4ys}IoA YLON
Aajyb1ay ‘siiiH ss0JD ‘PeOY UORBISSL  ‘g50AUl JO SABP / UIYIM AJSAIISp UOU WD 8Sed|d SWIEID ‘uoydiis ‘19811S UbiH 61 ‘D11d Jueg sAejoieg : O} Si9jsuel} 1Ipaiy
WY’ swisy/wo’isydesbepueA’ MMM (SUOHIPUOD pue SW9 |
08" ¥LLT 18301, 9910AU; | ‘9010AU| JO 8)ep wol) sAep O¢ 1N 'SWIS |
MR ik 00 0891 166 89 : Jequinu uonensibsy JeA
HYYVYS
00" 6LYT |ejJo L SPooS | | 8LOPT8 ELETO :ToL

UOJUR1S UTJIIB :IADISUOA 3B 3IOBIUOH

T 00°6 006 T ‘pIepuelS — AISATTSpP IA3TIANODH 1Sdndd
TOTTOTSHWA:N/S
062 LZNYIS L7 7S954dS 0EB800TSKA
IoqunN NYS IequnN S¥S JaqunN TEBTASS
. T 00LTISHWA - IOSuag UaDAXQ LTOOTOS8
| 0G-COTTIOTISHA:N/S
1 00" 0LPT 00 0€ 6 ¥ DOLTSWA - IOSuag UsbAXO LT00TO8
rd - SIS = -
LYA 3 Te304 %" 251d d0I¥dd LIINI ALIINYQO . NOILdIYOSHd dd00 1LOoNdOo¥dd
Buipielg Spunod go Ul St 8njeA 8210AU|
LZOLSA JUNOVOY dsg ¢gvd adsg €vd
COEZSHWA 329 IL2WORSND 128 I2WO08 19SS IBUWO0S
| ¥oo3aspey . | ¥oo1spey
OT/80/1T JuTOod XB[ I231SqOoA Iadd( I231SqoA Iaddn
Aenl) I231SOA Aen(d I21SOA
9T/80/11 @©o3ed AI=ATT=d _ P31 SwWe3SAS SUTIBRN ID3SCOA P23 Swe31SAS SUTIBR ID3SHOA
TLLOONILSA ‘ON 90TOAUT SS2appV¥Y AI=ATT=d SS2IPPY 20TOAUTL
€GLO0TAASA “ON AIaATT=C
IS P A R T S 1 - e, ,

b

ilillij

SIIZ0]OUYI I, 10SUIS
| HdVIOVANVA




‘POAI9OB) Usa(Q sey GB0PZEE0CYBL02OHVEEZID ‘NvEl 229904dVa -8p00 UIMG/OId

N_“MMM%M__.@MW,H”@MM i1 ui JuawAed jpun ssed jou seop spoob o) AL Z¥-82-0Z ©POD HOS Yueg SE0¥ZEE0 "ON DNV 3

Zvsreo sesl (0) pi+ - suoydajay pauleua)ud aq Jouued sawi} asay) Jaye swie|d 'salbojouyos | Josuag ydeibepue :jo J1paid 104

MN ‘10l 02ag ‘@41YSHIOA ISOM 1diaoal jo sAep ¢ uiypm sebewep 1o sabeyuoys ‘HA €2ag eJIYys)JOA YLON

Asjybiay ‘sliiH $s0ID 'PeOY UORBIS S ‘550U JO SAEP / UIYIM AJSAIISP UOU WielD aseald swield ‘uoydnis 128418 YbIH 61 ‘O1d Mueg sAejoieg : 0} siajsuel) JIpaid

WY swus)/wodisydesbepueA’ MMM SUOIIPUOD pue SuLs |

TG G6CC [ejo) @210AU] "82I10AU| JO 8jep wiol) SAep Q€ I8N sus |
A 00 0891 166 99 : 18qunu uonensibay jeA

HYYYS

I6756¢¢ IE}OL SPOOD 08€6 TZL 816 :T31

TTODSTIQ TWTISY :IayjleaIgoay SSTY I8 3I0BJUOD

q IG°GF IG 'GP T *I9ARS ssaxdxy - AISATTSP I9TINOH 1.SdNdd
000T0TLZ06 :°POD JITIEBL
0E-000TOTY 66-9G600TM :I3qUNN TBTISS
q 00°0G2¢ 00°0€ GL , dzz-M - Iosuag usbAxQ 7TO0OTOS8
IYA 3 TP30L %°DSId 30I¥d LINO ALIINVYND | NOILdIddsad 4A0D 1DNA0¥d
_ Builia)g Spunod ge) Ul S anjeA 8dl0Au|
0ZO0LSA FUDOIR . 1062L ¥Y 1062CL ¥Y
MSOT/L0/ZT . °~3=9 I2wo3lsn) ¥Sn ‘sesueyay ¥sSn ‘sesueyay
yaTus 3I04 yaTws 237104
9T/80/1T JUTOd XB[ 3}2913S "Y3a9l Y3Inos 8IEV 199135 "Y3ig9T Y3inos 8IEY
(ET6CL) TLEE Xod 0Od (E162L) TLEE ¥Xod 0Od
9T/80/11 @3ea AzsATI=Q DT I2ylearqayd SSIM D11 I2yieaigsy SSIV
€LLOONILSA 'ON ©DTOoAUT SS3IPPVY AISATT=2d SS3IPPY SOTOAUT

CG/L00TdASA °"ON AxsatT=2d

, oLt N Na _
_||||.

SIIS0[OUYII [, I0SUIS
, HdVHOVUNVA




wos-sydeibepueA@ojul

2855¢€9 s£51 (0) ¥p+ - xed

ZPShe9o SESL (0) i+ - suoydajal

MN ‘LA 0Zag “@JYSHIOA ISOM
fajubBiay ‘s|liH $s049 ‘peoy uoneis §i

00°0FcCt |2J0| 2210AU]
00°0FS 1VA
00°00LZ |ejol SpPooS

G60rCee0et8.020dVLECED ‘NVEl 228904V -8pPOoD HIMS/OId

'¢¥-8/-0C 2p0) HOS Hueg G601 CEE0 ON O/V 3

'saibojouyoa | Josuas ydeibepue, 3o upalo 104

'HAl €2Aag ®JIYsHIoA YUON

‘uoydnis ‘19a4S UBIH 61 ‘O1d Mueg sAejoieg : 03 sisjsuel} JIpald
Wiy swJaywodisydeibepueA mmm SUOIHPUOD pue swis |
"80I0AU] JO 3)ep woll sAep Q€ BeN swia]

00 0891 166 99 : Jaquinu uonelsibay Je)

HYdVYS

EN\ b 7', GGZI89 €E€6T0 :Tol
AaT3anoy e'UUY :(06 IE POEYIEN B 30BJU0D

_ g \o 2 YO
X | %Q\UA \\\m\x?n \waw Q.\.\\.Ol\ ﬁ \_\MQ N/

e e S = A
— e —— — —

* 'PaAIBO3) Usa( sey

(1} ul yuswhed nun ssed jou sa0p sSpoob 0} s |
pDaUIBUSUS 8g JOUUBD SalWl} 9S8y} Jayje swie|d

1di@oal jo sAep € uiyiim sebewep 1o sabeuoys

‘9010AUI JO SABP / UIyiM AISAI|Sp uou Wiejd ases|d Suwie|d

99900 TY0 S/

: I9QuNU JUNODDY
;WU JUNODOY
: 20 TAIDS

¢ G X4
06 3B P=23JaEN
I2ABG ssa1dXyd

sdn 03 paubtsuo)
T T (0T0Z sSwx=2300Ul) MXA - AISATISP ISTINOD NYNdd
0G-00SPOTTONW
66-TGPPOTTONW:N/S
T 00°00LC 00" LC 00T TOWNEBN - JOsuag uabAxQ 8000108
LYA 3 Te3jol  $°'0SIa d0I¥d LINO ALIINYNO - NOILdI¥OS3d qA0D 1oNnaodd
_ Buie)S spunod g Ul Si anjeA 80I0AU|
TTOLSA 31Unod9oY Ody 8NN Od¥ BNN
10,0404 *JoY¥ IoWOISND - 2ITYysuoldurylIoN 21 TYsuo3dueylIoN
ybnoxogbutTT=aM ybnoxogbuTtT1oM
ST/80/2C1 - JUTOod XBe], pPeOYy uosiajed pPeOY UOSI®]B(d
1ano) AsT3jued GT 1anoD AsT3jusg GT
91/80/21 @o3eq Axsati=ad DIT 06 1B Po3IeN DIT 06 2B Py IBN
PLLOONILSA 'ON 9D0TOAUT SS2IPPY AISATT=( SS2IPPY 20TOAU]J
0GL00THASA “ON AxeaTTa(d
: i s RS G 6 TR L S RO

SIIS0[OUYID |, JOSUIS
_ HdVIOVANVA




wossydeiBepuer@ojul PSAIS031 Usaq Ssey
206629 6e5 1 (0) b+ : Xed 1N} i JuawAed pun ssed jou seop spoob o) i

Z¥S€9 6651 (0) v+ : duoydsjal pauleusjua aq jouued sauwll} asay] Jsjje SWie|D
MN ‘LA 0ZAag ‘@1YsHIoA ISaM 1dieoal jo sAep ¢ uiyim sabewep 10 sabepoys
Asybiay “siilH SS0JD 'PBOY UOHBIS S1  ‘goi0AU) JO SABP / Ulypm AJsAli@p uou wWiejd ases|d swWie|d

9€ *0£9T |e}O) 8210AU}
LVA
9E“IEDIL |BJOL SPO0DH

G60PZEE0CY82020HVYEEZED ‘NVEl ¢2890dVa -°ep0D HIMS/OIY
"CY-8/-0¢ ®p0)D HOS Yueg G60ZEED ON OV 3

'saibojouyoa | Josuag ydeibepuep :Jo Jipald 104

: ‘HAL €2Ag 3J4YSHIOA YHON
‘uoydis 192138 YbIH 61 ‘D1d dueg shejoieg : O} sigjsued) JIpaid
Wiy swa)/wodisydelbepueA mmm SUOIIpUuod pue suwia |

"9210AU| JO 3)ep woll SAep O HeN swia]|

00 089l 166 g9 : Jaquinu uonelsibay jeA

dINYTH

LGOLG8 9TIF 0Zh+ -T2l
peaOoThuTtadg BTaTIgRY :31JOSSATQ B 30BIUOD

— e S e — = i

PQPS LS \y \\B + Vool dw Q\Q w\gg\*\d \\\u,\,

C 9¢ 9T Q€ 9T el ‘pIepuels - AISATTSP I9TINOH 95dndd
000I0TLZ06 :3ITIE]
| OL-TTIETOTA :N/S
g 000291 00" LC 09 dzg @dA3 - zosusg usbAxQ 0Z00T08
LYA 3 Teaol  $ 2SI q0I¥d LINQ ALIINYNO NOIILJdI¥dS3d 400D 1DNaodd
buipe)s spunod g9 Ul si 8njeA 8dI0AU| 10122L9220
GZOLSA JUNOOOY
e /1.0/ Jay Iswolsnd
vam_mvﬁh ;
*\?\.\j | oTTgnday Yooz oTTgnday yoazZd
AHN% 1/80/0T JutTod XB[ ueogeT PpeuUu 90TUpnoyd 10 €1F : uaCgeT peU 20TUPNOY [0 €17
C6C BAOYTEH G677 C BAOXTEH
QD\ 91/80/0T @=3Bd AISATISQ *0°*I'S ‘7J0SaAT(Q *O°*I1°S 1JOSSATI(
89 LOONIISA "ON ®DTOAUT ssaIppy AIoATT2Q SS2IPPY 90TOAU]

‘ON AIoATTSQ

: . SN e O AN T

SAIFO[OUYID [, 10SUIS
_ HAdVIOVUNVA




woo-sydesbepuea@ojul : |lew3

z895€9 €51 (0) vv+ : xed | 660vZEE0ZY8.020HYaEZaD NVl
oomvmw gesi (0) ww._. : suoydajal ‘paAI®oal usaq sey |jny ui JuswAed un ssed jou seop spoob o1 3L ZZE99ONYg 3p0D HIMS/DIg
s AN "10Z 0zAa8g SNUSHIOA ISOM paulEpajuS 34 JOUUEBD SBLWI) 8SBUY) JaYE SWie|D Zv-8/-0Z 9POD HOS MUBg G607ZEE0 ON O/E 3
9|yDbIay| "SjjIH SS01D pPeOY uonels si 1disoal Jo shep € uiyum sabewep salbojouyoa] Josuag ydeibepuea:jo jipaio
10 sabepoys ‘9210AuUl 0 sAep 2 ulyjim AISAISp UOU WIBO 3sea|d swie|d 104 "SHIOA N ‘uoidiis ‘19a1S ybiH ‘D1d yueg sAejoieg : 0} s1ajsuel} Jpald
|2}O | 9210AU| . "9010AU] JO 3)ep wou) skep Og HeN suua]
00 089} 166 99 : Jaquinu uoljensibay jeA
LVA
|ejo1 SPooD
00Z 09€ Tv8E 67+ :T12L Isubem eoTssap
98900 QoS /| ek T oty ke Jory
c 1 * I9APS Sso21dxy - AJISATISp ISTINOD 1. Sdndd
C 00F 7O00T08 IOsuas usbAxo 103 ATquasse STqeD 7000008
"00T 3O }Okd
ddl XoeTd :TeTA231FNRW
C 7 "I2]3/3WeTp uw g*g 2Tdqedo A0 - JF2UUOLD) 8670EDS8
c! % "00T JOo beg ruw g z X uwr QT - T3 °TqeD 6670€08
ILYA soanyg Te30[ & "OS1d d0I¥d LINNO ALILNYNO NOILdI¥OSHd d4d0D 10Nd0dd
7O0OO0LSA FUNOVOY CTCLERLETHC
MS9T80/0T 324 I9WO3SND 23k 7 A
91/80/0T juTod XBL ALY . AUBRLIED
IRWSTM IPUISTM
0T1/80/01 @=3ed Aasatl=ad QT USJPUYZTOH I237TVW QT U2JeYzZIOH JI937TV
HOWS) JIBWSTM-O093TAUY HOws JIeWS TM-093TAUY
O0LLOONILSA "ON =20O10AU]
SS2IppyY AISATT=2(C SSOIPPY ©90TOAUT

ZC/00T3ASA °“ON AasatT=d

k¥ |

C R N e O R T G )
SAI30[0UYI |, 10SUS Ydeasepue A




Internal Audit Check list = |
' CONTRACT REVIEW o
Created: | 17/May 1995 | Audit No VM3/COP03
L/__S | VOP 04
Revised: | 13 Last prlnted 3728/2007 12:07:00 | Page 1 of 1
| September PM |
| Audit Date i | Auditor _ | ISO
INTERNAL AUDIT CHECKLIST / QUESTIONNA J
DATE: g AUDITOR; AUDIT PROCEDURE |
Audit No 02 - | COP’s 03, 20.5 _
QUESTION: e | RESPONSE: YW |

Check that all phone, enquiries are recorded in the

| personal diaries. L
Verify that the same information is added simultaneously

| into “Goldmine”. L/ if" |
Are replacement goods offered “Same Day” as stated? /

Check that orlgmals are filed in datal order file
Check that all current prlces are retrievable from "'Opera
| & Intrastats S Ry £ |

| Check that the quote, and a covermg letter is faxed to, the

customer, and cross referenced to the quote (on file)- A 5 o ; AP D
Verify authorisation for quotes above £1000 Have been |
| countersigned by a director Rl o el TN e e
Verify that the order is checked for stock ¢ avallablllty, |
production and delivery times are achlevable through
Intrastats

Check that the order is so stamped with the account No | | |
and 1nitialled as accepted. '

| _- |

Check that order differences are resolved prior to | | |
| acceptance, and that this information is recorded in
| Goldmine !

Verity that the weekly review meetmg is undertaken ' B T |
‘ where possible with 4 weeks being the maximum
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