
STOCKTAKE OPERATIONAL CHECKLIST
Store / Business: __________________   |   Store Location: __________________   |   Audit Date: ____________   |   Inventory Lead: ____________

Phase Task / Procedure Owner Completed Notes / Findings

Before Count Define count scope, zones, and schedule Manager

Before Count Identify, pre-count, and quarantine damaged stock Lead Clerk

During Count Count systematically shelf-by-shelf (top-to-bottom) Count Teams

During Count Place physical marker tags on verified bin locations Count Teams

After Count Investigate major unit and financial discrepancies Manager

After Count Document inventory adjustment reasons in ledger Accounting
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