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. 1- Inventory team :
| 2- Accounts Manager %

Weekly stock taking
Conducted on every
Week Saturday
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Monthly stock
taking
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Participaters

1- Inventory team
2- Accounts manager
3- Production manager

Monthly stock taking
conducted on last

Saturday of every month

Half yearly stock
taking

\/

Participaters

1- Inventory team

| 2- Accounts manager

3- Production manager
4- CV- CFO
5- Systems coordinator

Based on the period &

within the norms days,
Half yearly stock tacking

will be conducted

The below must be completed by concerned department:

\ 1- All Purchase PO - Short close Compulsory - Purchase department

| 2- All Process Order - Short close compulsory - Production, Inventory & Maintenance

| 3- All Sales Order - Short close Compulsory
4- Physical Reconciliation must be done

- Commercial department
- Inventory department

Note:

1- The remaining days of the month, Kindly book Purchase + Production + Maintenance issue - Sales.
2- Any extra working day will be made compensated on immediate week. and should be routine basis of Inventory Team.
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