
STOCK-TAKE CHECKLIST 
 

Stock is likely to be your most important business asset, so the process of a stock-take is best viewed as being 
the safeguarding of your assets and the means of monitoring your true business performance. 
 
Stock must be valued using a cost valuation basis – most common is the FIFO method (First in – first out) with 
the stock valued at its cost price (excl GST).  Obsolete stock can no longer be written off or discounted – it 
must be either actually disposed of, or valued at its market selling price (usually less than the original cost for 
older items of slow moving stock).  For this reason its worth having a clearance sale of these items to sell them 
prior to a stock-take and free up shelf space for more saleable stock. 
 
In preparation for stock-takes, pre-print lists to record your stock count. 4 columns for: 1 stock names, 2 cost 
price,  3 blank - for entering quantity counted,  4 blank - for extension calculations. 
Consignment stock should be listed separately. 
 
If you are using an itemised computer inventory system it is essential to have a clean cut-off of stock 
movements and data entry of production and sales invoices.   
This checklist may be useful to ensure accuracy of the stock-take with your inventory system. 
 

STOCK CHECKLIST MANUFACTURERS WHOLESALERS/ RETAILERS 

 Using ITEM INVENTORY 
SYSTEM 

Using Bank Statement  
accounting entry 

Record the last stock 
received into store prior 
to stock count. 

Production order no.____ 
Entered in system on  __/__/__ 

Note date/time of final deliveries 
of purchased stock on packing 
notes. 

Ensure all inventory has 
cost prices 

Review inventory item list for 
any items not costed. 

 

Purchaser’s invoices to 
be paid following month. 

Enter all purchase invoices in 
current month. 

At balance date list all Creditors 
invoices yet to be paid. 

Check for stock in transit Enter stock transfers between 
manuf & warehouse sites 

Check dates on packing notes of 
stock received in days following 
stock-take.  List any in-transits. 

Sale of stock Record last sales invoice 
No.___  entered__/__/__ 

Balance till at close of day prior 
to stock-take. 
Note total sales $ not yet banked 

Physical stock count Record time/date of 
Count and list all qtys. 

Record time/date of 
Count and list all qtys. 

If physical count is not 
done on balance day 

List details of deliveries after 
balance date. 
List sales invoices between 
balance date and stock take. 

List details of deliveries after 
balance date. 
List total sales $ between 
balance date and stock take. 

Update inventory system 
with physical quantities 

Enter stock count into inventory 
item screen. 

 

Report stock valuations  Print stock on hand and 
valuation lists. 

Calculate value of SOH: 
Qty * cost price = total $  

Review stock variances Print and review stock variance 
report 

Review margins achieved during 
accounting period. 

 


