Comprehensive Compliance Observation Report

Report Date 2024-06-12

Observation Reference = OBS/CC-2024/076

Location Head Office Facility, 5th Floor
Observer Name Jordan Smith

Department Observed = Operations & Logistics

PURPOSE OF OBSERVATION

To assess the level of compliance with internal controls and regulatory requirements in daily operations,
focused on the Consignment Handling Protocols.

OBSERVATION SUMMARY

All procedures for recording consignment receipts and dispatches were followed, but temporary storage
areas were not consistently labeled, and several transfer logs were incomplete.

DETAILS OF OBSERVATIONS

Reference = Description Impact

OBS-01 Unlabeled storage racks used for temporary  Increased risk of
consignments. misplacement or loss.

OBS-02 Some consignment transfer logs not signed ~ Reduced traceability and
by both parties. accountability.

OBS-03 Use of electronic consignment register as Improved accuracy and
per protocol. efficiency.

RECOMMENDATIONS

® Ensure all temporary storage racks are visibly labeled at all times.

e Mandate the immediate completion and dual-signature of consignment transfer logs.

Conduct periodic internal audits for consistent compliance monitoring.

FOLLOW-UP ACTIONS

Training session on consignment handling scheduled for 2024-06-18.
Responsible party: Operations Supervisor
Review period: 2 weeks

IMPORTANT NOTES

Status

Non-
compliant

Partially
compliant

Compliant

Comprehensive Compliance Observation Reports help identify both strengths and gaps in existing

processes.

Such documents are key for regulatory and internal audits.

Clear documentation aids in timely mitigation of compliance risks.

Ensure observations and recommendations are fact-based and actionable.

The report should be distributed to relevant stakeholders for transparency and accountability.
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