
 
 

MEMO 
 
 

Date: 22 June 2023 

To: Operations Managers and Site Managers 

From: 
Michelle Fitton (Head of Financial Planning & Performance) and  
Patience Chendume (Senior Financial Accountant) 

CC: Simon Cook, Eric Teed, Finance Planning & Analysis 

Re: End of Year Stock Take and Reporting Instructions 

 

**Please review and cascade this information with your relevant teams ** 
 
Hi All 
  
To adhere to financial year-end audit requirements, we need to ensure that a stock take is 
conducted prior to close of business on Friday 30 June 2023. 
  
Please note that all June sales must be concluded prior to commencement of the stock take. 
  
The annual stock take should follow exactly the same process as the normal monthly stock take, 
however we do require copies of the following forms and information:    
     

1.       Each stock count must be physically signed off by the Site Manager. This is an audit 
requirement to verify the existence and valuation of stock as at the 30th of June 2023. 
  

2.       Stock sheets (QF 6080.01 Stock Sheet) can be used to help calculate the total stock 
values and shows a detailed listing of all stocks on hand in the location.  

  
3.       Stock summary sheets (QF 6080.02 Stock Summary Sheet) must be completed and 

submitted as part of your stock take documentation. This form is used to help calculate the 
total stock values and lists the Stock Sheets in numeric sequence and the total value per 
sheet. 

  
4.       Monthly stock return sheets (QF 6080.03 Monthly Stock Return) must be completed and 

submitted as part of your stock take documentation. The Monthly Stock Return Sheet lists 
the Stock on Hand per Location. 

  
5.       An annual stock certificate (QF 6080.04 Annual Stock Certificate) must be completed 

and submitted as part of your annual stock take documentation. Please note that this is 
an additional requirement for this stock take. 

 

Please refer to the User Guide Tab of the forms listed above for illustrative instructions. 

 
 
 
 
 



 
 

 
 
 
 
It is important that you follow company stock take and stock valuation procedures at all times. Spot 
checks will be carried out by KPMG (our external auditors). The Stock Take and Stock Valuation 
Procedure (QP 6080) must be adhered to and is attached to this email. 
 
Please note that you will be required to provide proof (if called on by KPMG) of how you have 
arrived at the stock price used on the stock sheet. KPMG will select a sample of prices to check, 
so please be prepared to provide the information if requested. 
  
The QF 6080.04 – Annual Stock Certificate provides confirmation of the final stock take values 
as at Friday 30 June 2023. In addition to the normal analysis of stock values by general ledger 
account code, certain additional analysis is required for disclosure purposes in the Annual 
Financial Statements: 

              

  Analysis by category. The stock valuation needs to be analysed into one of the four 
inventory categories of Raw Material, Work in Progress, Finished Goods and Fundraising 
Stock (Fundraising stock includes the Lotteries Stock). If necessary, please provide a clear 
reference to the original stock sheet so that this information can be independently checked 
by the External Auditors.  

                 Slow Moving Stock. The total value of any “Slow Moving”, being items of stock that 
have not been used or which have not sold for more than 6 months, where it is probable 
that the item will still be capable of being sold (but at a reduced price), should be valued 
at the lower of Cost and Net Realisable Value. This should be recorded in the “Slow 
Moving” column on the stock certificate. Evidence to support the determination of the Net 
Realisable Value should be provided. 

                 Obsolete Stock. The total value of any “Obsolete” stock, being items of stock that have 
not been used or which have not sold for more than 6 months and for which there is a high 
probability that the item will be incapable of being sold, should be valued at nil value and 
excluded from the other stock sheets, unless there is evidence to support a higher value 
being used. This should be recorded in the “Obsolete” column on the stock certificate 
include definition per policy  

                Certification. The Annual Stock Certificate must be physically signed by the Site 
Manager. 

                Cut-off Procedures. Please ensure that the cut-off procedures are adhered to (see 
QP6080: Stock Take and Stock Valuation Procedure page 4) 

Please refer to the User Guide Tab of the Stock Sheets for illustrative instructions. 

 
 
 
 
 
 
 



 
 

 
 
 
 
 
 
All completed Stock Sheets, Stock Summary Sheets, Monthly Stock Return Sheets and Annual 
Stock Certificates must be returned to your Commercial Business Partners no later than close of 
business on Tuesday 4 July 2023.  
 
KPMG will not attend any of the physical stock counts this year but and some Support Centre staff 
will visit the locations below.  Individual sites will be contacted regarding these arrangements. 
 

 
 
 
 
 
The below sites are also required to conduct a 30 June stock take. 
 
Please advise if changes are required to the contact details provided below.   
 

 
 
 
 
Your co-operation with this annual stock take is appreciated.  
 



 
 

 
 
 
 
Please do not hesitate to contact Patience Chendume on 07 3246 7648, your Commercial 
Business Partner, Stuart Kerr on 07 3908 8998 ext 1541 or Michelle Fitton on 0451 944 277 should 
you have queries or anticipate issues completing the stock take by the 30th of June 2023. 
 
Regards, 
 
 

 
 
Patience Chendume     Michelle Fitton    
Senior Financial Accountant    Head of Financial Planning & Performance 
Phone : 07 3246 7648 ext 1540   Phone : 0451 944 277 

 


