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	Department: Forms Center
	Location: Regent 188
	Responsible Person: Susan Storekeeper
	Extension: 2-5555
	Date: June 30, 2020
	General Instructions: Items counted by shelf or cabinet.
	Environment: Storeroom is neat and orderly. Stock numbers were clearly marked. 
	INs: Same as above.
	Count Crew: Susan Storekeeper; Andy Assistant; Alice Accountant; Hanna Hourly; William Workstudy
	Counting Method: One person counted while the second person recorded on preprinted inventory sheet. The counter and recorder traded positions after 30 minutes of counting.
	Cash Sales: none
	Store Closure: June 28 - July 2
	ObsoleteDamaged Stock: Stored in a clearly marked, separate area. These items are not in the Finance System inventory valuations, nor are they part of the departmental inventory listing.
	Summary: Count proceeded quickly and efficiently. Count team is knowledgeable about store.
	Recommendations: Store closure may be needed for a shorter time period.
	Conclusion: Susan Storekeeper and crew have the forms supply well under control. Procedures for receiving and sales are in place, and the procedures are followed.
	Observer: Ollie Observer
	Operation: Distribution of forms to departments
	Sales: IN's only
	Other: n/a
	Purchases2: 6/28/2020
	Purchases: SPO/PO; Last purchase was 6/18/20
	Program’s Balance Sheet FOPPS & Account: 2x-1xxxx-1xxxx-04002
	Operation Allocation JEs: none
	Program’s Summary FOPPS & Account: 2x-1xxxx-1xxxx-450200
	Costing Method: weighted average
	Mark Up %: 10%
	Sales2: Emergency only during closure. None between 6/28 and 7/2.


