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1. Purpose: To define the processes and procedures for the Inventory Specialist to conduct inventory investigations during daily, monthly or end of year counting.
2. Scope: Inventory Lead Specialist, Inventory Specialist
3. Responsibilities: Accurate reporting of physical inventory
4. Related Documents/References: 
5. Equipment/Tools Needed: Encompass
Procedure:
1. Count inventory as defined in Inventory Counting SOP (to be created)
a. If daily count, as defined by the randomizer.
b. If monthly or end of year, a complete warehouse count is required.
2. Recount discrepancies as defined in the Product Banding SOP (to be created)
a. Physical recounts cannot be completed by the same employee who initially counted the product in question.
i. If we are over – complete a recount of all physical bins where product is located.
ii. If we are short - complete a recount of all physical bins where product is located, visually inspect entire warehouse, review all bin transactions.
3. Review Delivery Optimizer – are all loads loaded.
4. Review inventory of product from the last time it was counted (Daily or Monthly)
5. Review “Status Report” for sales transactions
a. If the product is segment or account specific (ex. Bulk) 
i. Identify what account received product.
ii. look on camera to verify loaded quantities.
iii. If no video, talk to loader/picker (Do they remember….)
6. Review Purchase Orders and Bill of Ladings
a. Look for discrepancies.
b. Talk to Receiver.
7. Review with Warehouse Admin
8. Present resolution of investigation to Vice President of Operations.
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