Owner 60 minute departmental audit
These steps are designed to give owners the ability to spot check a few areas of the business in a matter of minutes. The goal is to find areas of the system that are not operating at full potential, identify training issues, and possible areas for workflow change. In parenthesis there is a “menu path” provided from the Owner’s Menu to take you to the report or function. 
1. Sales:

a. Are quotes being followed up on? (1,2) Quote Search Screen. Sort by date, filter by salesrep and review old quotes.
b. Are jobs entered in a timely manner? Are reasonable job costs entered at first entry? (3,7,1) Job Cost Margin. Pick a date range and review written orders and margins.
2. Purchasing:

a. Are PO’s being ordered through the system? (4) Check the box for “unordered”and build the screen.
b. Are old PO’s being cleaned up? (4) Click the Date column twice to sort oldest to newest.
c. Are past due PO’s being checked on? (4) Click the ETA date column twice to sort oldest to newest. This will show you orders that are past there ETA date. Purchasing should have followed up on these already and adjusted arrival dates accordingly.
3. Inventory:

a. How often are adjustments occurring and for how much money? (2,14,10) Inventory Audit report. Run this for a given month and look at the grand total of net adjustments. Every company’s acceptable inventory loss is different so it is wise to run this monthly for comparison purposes. Run to Excel and then sort by value so you can just look at the largest adjustments.
b. What is your inventory value? (2, 14, 5) This will show you what the system has as your total on hand inventory.
4. Receiving:

a. Is receiving being done promptly? Is receiving being done accurately? (4) Print - Receiving Report. This should be run and matched to the bill of ladings from that day. Every item should match with the correct product and quantity. Any mismatch is a sign of an error.
5. Billing:

a. Are jobs being billed out in a timely manner? (3,7,5) Work in Process Costs from JC. This will show you all open jobs. Focus on the oldest jobs and jobs that show 90%+ complete. Why are they not invoiced and closed yet?
6. Installer payables:

a. Are you utilizing installer payables for deductions & retainage? (5, 7) Installer Listing report. This will show you all installers and their balances for loans, retainage, and money owed in A/R. 
b. Is labor being posted to the job? (3,7,6) Work in Process by Invoice Date. Run this for a date range and look at the “labor cost to complete” column. This column should be virtually all zeros if labor is being posted properly in the system.
7. Accounts Payable:

a. Are vendor invoices being posted against the material PO’s properly? (3,7,12) Outstanding Costs vs. Received Inventory. Run this for a month or quarter that is at least 2 weeks in the past. This is showing you inventory that does not have a vendor PO properly tied to it. There are a couple of legitimate reasons for this, but a lot of products or high value products are a very bad indication that AP may not be posting bills properly and thus not job costing properly.
b. Is daily cash being reconciled and taken to the bank?  (6,15,5) Print to screen and look at dates, you should not  have old items here.

c. Is the bank reconciliation being done? (7,10) Bank Reconciliation. Click Reconciliation Reports then Previous reports. You should be able to see and review previous reports. Print last reconciliation to see that it is reconciled to the General Ledger
8. Accounts Receivable:
a. Are you using AR aging reports? (6, 15, 16, 3 or 4) A/R aging. This should be reviewed regularly to see accounts that are very past due.
b. Are you using past due collection reports? (6, 15, 10)Past Due Report. This can be run to see who your past due accounts are.
c. Are your daily cash/check/credit receipts being reconciled? (6,15,7) Customer Payment Register History. You should be able to run this for any date and compare to that dates bank deposit and credit card batch out. This should reconcile to the penny. 
9. General Ledger:

a. Are end of day processes happening in a timely manner? (8,15,2) Update GL’s, but when it asks if it printed okay say NO. Review the General Ledger updates and dates to ensure that this has been cleared recently.
b. Do your financials include all general ledger accounts?(8,6) Report Format Maintenance. V then Enter will list any general ledger accounts that are not on a financial report.
10.   B2B:

a. Are catalog updates happening regularly? (14) This will show you any B2B updates that have not been run. Old dates here would mean that nobody is keeping up with this process.

