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1.
PURPOSE
1.1
To define the procedure for counting inventory using the physical inventory module.

2.
SCOPE
2.1
All physical counting processes are covered by this procedure

3.
RESPONSIBILITIES
3.1
Inventory Control personnel are responsible for physical inventories.

4. PROCEDURE

Each team will need:

· 2 pens

· 1 roll of masking or scotch tape (Office supply stores sell a wrist dispenser for pre-cut lengths of scotch tap)

· 1 calculator

· 1 clip board

4.1 Eliminate duplicate stockroom assignment for same part number, if possible 
(check stock vs primary stock ID.rpt). (Work instruction – ICI03005)
4.2 Purge or rename old tag file, if one exist from last physical. If purging, be sure to only purge – No not update (Physical – batch – Update and Purge). (Work instruction – ISI04020) 
4.3 Create tag file – (Physical - batch - Create tag file). This is the tag work file (frozen). – ICI03006
Note: It is possible to print the tags ahead of time and continue to process inventory transactions then “back flush” the on-hand quantities into the tag work file just before starting the counting process.

From this point until the end of the physical inventory there can not be any cycle counts!
4.4 Generate tags in stock ID/part number order. - Add blank tags as needed. 
4.5 If the tags are printed early then the on-hand quantities in the tag work file (frozen) need to be updated to reflect the current on-hand inventory. (Physical – Batch – Update Tag Work Data)
4.6 Execute low level calculations, if needed

4.7 Perform cost roll-ups, this item is optional

4.8 Print inventory value report (inventory value.rpt). This is the pre-physical value.

4.9 Count parts and attach tag to parts by putting tape on brown copy, not white copy.

4.10 If parts are encountered without a preprinted tag use a blank tag and fill (please print) in the following:

· Stock ID

· Part number and description

· Quantity

· Counter

4.11 After count is verified, pull white copy and separate into single sheets.

4.12 Enter tag data and return tags to tag coordinator.

4.13 Tag coordinator will sort tags in numerical order into piles of 100 tags. It will make it easier to find tags if data input is suspect. 

4.14 Print uncounted tag report (uncounted tags.rpt)

4.15 Print exception reports (pre and post physical difference.rpt). This report sorts by physical difference in descending order.

4.16 Before recounting parts verify correct data entry verses tag data to eliminate keystroke errors.

4.17 Recount, as needed

4.18 Re-enter recount quantities
4.19 Review exception reports

4.20 Print physical difference by part number report and look for duplicate indicator on left side, (“D” for duplicate part number and different stock ID or “**” for duplicate part number and same stock ID). If “**” appears verify the validity of all tags used as MAX will sum all counts.

4.21 After all tags have been accounted for, void all unused blank tags.

4.22 Update MAX inventory data (Physical - batch - update) - ICI03009. Do not purge the freeze file until the next physical inventory in case additional information is needed.

4.23 Print inventory value report (inventory value.rpt). This is the post-physical value.

4.24 Print post physical tag report for auditor (auditor list of all tags.rpt). This report indicates the status of all tags.

4.25 Reset Out of tolerance (OOT), YTD and MTD counter, if needed. (MAX - Utilities – Batch) -ISI04025
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