Distribution Site Storage Monitoring Report Format
Commodity Information

· Balance from last inspection physical count

· Quantity of food delivered to the center since the last inspection  (from waybills received since last inspection) 

· Total amount of losses (itemize by type of loss) - for example,

Stolen

Wet

Infested

· Total amount of food available for distribution (lines a+b-c)

· Total amount of food distributed since the last inspection according to site records

· Total quantity remaining (lines d-e)

· Physical inventory to the nearest quarter bag or nearest half can

· Inventory per center records

· Difference between physical inventory and center's records (lines f-g)

Center Documentation

· Are copies of all receiving waybills on file and accessible for inspection?

· Are all copies of the site’s monthly reports on file and accessible for inspection?

· Is the site ledger up-to-date?

Storage Site

· Is there ventilation?

· Are the roof, walls and doors structurally sound?

· Is the food stored in a secure area with restricted access?

· Is there a key to the warehouse?

· Are the persons responsible for authorizing and recording dispatches different from the person holding keys to the warehouse?

· Is area free from visible rodent excrement on the floor or bags?

· Is the area free from insects (flying, inside or outside bags)?

· Are all sacks in sound condition (not damaged or torn)?

· Is the area free from garbage?  

· Are pallets used?

· Are the stacks interlaced or bonded?

· Is there sufficient space between the stacks and walls and other stacks?

Sale/Disposition of Containers

· If sites are selling or giving away empty bags or containers, are they following CARE procedures?

· If bags or containers are being sold, how much money is being collected, how is it being recorded, what is being done with the money, are reports going to CARE?

