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Prepared By:  [Name] Date:  [DD/MM/YYYY] Location:  [Warehouse / Store] 

  
1.  STORE INFORMATION 

  
Company / Brand Name   

Store Name / Location   

Store Manager   

Reporting Period   

Stock Take Date   

Prepared By   

Reviewed By   

POS / Inventory System   

  
  

2.  PRODUCT CATEGORY OVERVIEW 

  
Category No. of Products Total Variants Units in Stock Total Cost 

Value ($) 
Total Retail 

Value ($) Margin % Notes 

        $ $ %   

        $ $ %   

        $ $ %   

        $ $ %   

        $ $ %   

        $ $ %   

        $ $ %   



        $ $ %   

TOTAL       $ $ %   

  
  

3.  RETAIL INVENTORY — PRODUCT & VARIANT LISTING 

  
Parent 
SKU 

Product 
Name 

Variant 
SKU Size Colour / 

Style 
Barcod

e 
Categor

y 

Cost 
Price 

($) 
RRP ($) Qty in 

Stock 

Qty 
Sold 

(Period) 

Qty On 
Order Status 

              $ $       

Active / 
Inactiv
e / 
Cleara
nce 

              $ $       

Active / 
Inactiv
e / 
Cleara
nce 

              $ $       

Active / 
Inactiv
e / 
Cleara
nce 

              $ $       

Active / 
Inactiv
e / 
Cleara
nce 

              $ $       

Active / 
Inactiv
e / 
Cleara
nce 

              $ $       

Active / 
Inactiv
e / 
Cleara
nce 

              $ $       

Active / 
Inactiv
e / 
Cleara
nce 

              $ $       

Active / 
Inactiv
e / 
Cleara
nce 

              $ $       

Active / 
Inactiv
e / 
Cleara
nce 



              $ $       

Active / 
Inactiv
e / 
Cleara
nce 

              $ $       

Active / 
Inactiv
e / 
Cleara
nce 

              $ $       

Active / 
Inactiv
e / 
Cleara
nce 

              $ $       

Active / 
Inactiv
e / 
Cleara
nce 

              $ $       

Active / 
Inactiv
e / 
Cleara
nce 

              $ $       

Active / 
Inactiv
e / 
Cleara
nce 

              $ $       

Active / 
Inactiv
e / 
Cleara
nce 

              $ $       

Active / 
Inactiv
e / 
Cleara
nce 

              $ $       

Active / 
Inactiv
e / 
Cleara
nce 

  
  

4.  SIZE RUN & VARIANT MATRIX 

  
Product 
Name SKU XS S M L XL XXL One Size Total Units 

Reorder 
Required 

(Y/N) 

                    Y / N 

                    Y / N 



                    Y / N 

                    Y / N 

                    Y / N 

                    Y / N 

                    Y / N 

                    Y / N 

                    Y / N 

                    Y / N 

  
  

5.  PRICE & MARGIN TRACKING 

  
SKU Product 

Name Variant Cost Price 
($) RRP ($) Promo 

Price ($) 
Gross 

Margin ($) Margin % GST 
Applicable 

Price Last 
Updated 

      $ $ $ $ % Yes / No   

      $ $ $ $ % Yes / No   

      $ $ $ $ % Yes / No   

      $ $ $ $ % Yes / No   

      $ $ $ $ % Yes / No   

      $ $ $ $ % Yes / No   

      $ $ $ $ % Yes / No   

      $ $ $ $ % Yes / No   

      $ $ $ $ % Yes / No   

      $ $ $ $ % Yes / No   

  
  

6.  SLOW-MOVING & CLEARANCE STOCK 

  
SKU Product 

Name Variant Qty on Hand Days in Store Last Sale 
Date 

Current Price 
($) 

Recommende
d Action Priority 

            $ 

Discount / 
Bundle / 
Return to 
Supplier / 
Write-off 

High / Med / 
Low 



            $ 

Discount / 
Bundle / 
Return to 
Supplier / 
Write-off 

High / Med / 
Low 

            $ 

Discount / 
Bundle / 
Return to 
Supplier / 
Write-off 

High / Med / 
Low 

            $ 

Discount / 
Bundle / 
Return to 
Supplier / 
Write-off 

High / Med / 
Low 

            $ 

Discount / 
Bundle / 
Return to 
Supplier / 
Write-off 

High / Med / 
Low 

            $ 

Discount / 
Bundle / 
Return to 
Supplier / 
Write-off 

High / Med / 
Low 

            $ 

Discount / 
Bundle / 
Return to 
Supplier / 
Write-off 

High / Med / 
Low 

            $ 

Discount / 
Bundle / 
Return to 
Supplier / 
Write-off 

High / Med / 
Low 

  
  

7.  SHRINKAGE & LOSS RECORD 

  
SKU Product Name Qty Lost Estimated 

Value ($) Date Reason Reported By Action Taken 

      $   

Theft / 
Damage / 
Admin Error / 
Expired 

    

      $   

Theft / 
Damage / 
Admin Error / 
Expired 

    

      $   

Theft / 
Damage / 
Admin Error / 
Expired 

    

      $   Theft / 
Damage /     



Admin Error / 
Expired 

      $   

Theft / 
Damage / 
Admin Error / 
Expired 

    

      $   

Theft / 
Damage / 
Admin Error / 
Expired 

    

  
  

8.  RETAIL INVENTORY SUMMARY 

  
Total SKUs (Parent Products)   

Total Variants Listed   

Total Units in Stock   

Total Stock Cost Value $ 

Total Stock Retail Value $ 

Overall Margin % % 

Total Units Sold (This Period)   

Shrinkage / Loss Value $ 

No. of Items on Clearance   

Next Stock Count Date   

  
  

9.  SIGN-OFF 

  
Store Manager Inventory Controller Regional Manager 

Name: ___________________________ Name: ___________________________ Name: ___________________________ 

Signature: ______________________ Signature: ______________________ Signature: ______________________ 

Date: ___________________________ Date: ___________________________ Date: ___________________________ 
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