
Stock & Audits

From 2019 all of our practices will be subject to audits and one particular area of focus will be a is stock. As a result of this every 

practice will need to assess and refine their stock handling and stock taking processes in line with this new policy.

Handling Stock

The main problems encountered when a practice completes a stock take, is linked to how a practice handles its stock. 
We would now like you to follow the processes below when dealing with your stock, to ensure accuracy:

1. If you are booking a large number of frames into stock, this task should be completed by a nominated practice team member 
away from the shop floor. Best practice has shown that it is easy to lose track of which stock has been booked in and which 
stock is waiting to be booked in due to lack of concentration. The how-to guide (separate documents) will provide specific guid-
ance, or you can access the links below to view the accompanying videos which can also be found on the HelpHub:

Booking in Frames Individually

https://vimeo.com/294813013/c97d8e3b7d

Booking Frames in Bulk

https://vimeo.com/294811889/edd5c172b8

2.  When dispensing Project 100 frames, Landrover frames, or any frames that are normally supplied as part of glazing package 
please ensure that you have selected “Order”, under Frame Location. This will ensure that the frame is not removed from stock.

3. When supplying a replacement frame please ensure that it is processed through Optix as a dispense. 

4. If a frame is sold over the counter, whether it be a sunglass or ophthalmic frame, it should be manually removed from stock 
straight away, as Optix cannot recognise these frames as part of the transaction. The how-to guide (separate document) will 
take you through this, or you can access the link below to view the accompanying video: 

Miscellaneous Frame Sales

https://vimeo.com/294813951/bdee7f220c

5. If a frame is used for parts, it should be manually removed from stock immediately. The how-to guide (separate document) will 
take you through this, or you can access the link below to view the accompanying video:

Using a Frame for Parts

https://vimeo.com/294815629/af8a2ff222
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6. Frames that are transferred to another practice should be manually removed from stock. The how-to guide (separate 
document) will take you through this, or you can access the link below to view the accompanying video:

Inter-Branch Frame Transfers

https://vimeo.com/294815172/fa72d466c7

7.  Frames that are returned to the supplier, or exchanged by a rep, should be manually removed from stock. The how-to guide 
(separate document) will take you through this or you can access the link below to view the accompanying video:

Returning Frames to Suppliers

https://vimeo.com/294814675/309e429788

Stock Taking

The new policy now highlights that a stock take must be completed in every practice once every month.  All stock lines are to be 

included as part of this task and as guidance, this should be the recommended approach on timings:

Each Month - Week 1

1. Day 1 – Prepare and conduct your stock take 
2. Day 1 / 2 – Investigate and reconcile the stock take
3. Day 1 / 2 – Post and declare the stock take

At the end of the week, the finance team will run background reporting to confirm the stock count.

Please refer to guidance in this document regarding discrepancies

How To Complete a Stocktake

Please refer to the separate stock take guide

Stock Taking Best Practice

It is advisable to have at least two people within the practice who are comfortable carrying out stock takes.  These are the key 
best practices points below to support:

• Barcode everything before you start. Having to stop  the stock take to apply a barcode on a frame increases the chances of 
a mistake being made.

• Carry out the stock take before trading begins, or when the practice closes at the end of the day.

• If you conduct the stock take during trading hours, then please ensure that team member responsible is totally focused on 
the task in hand.  If they have to keep stopping to deal with patients, then this will inevitably lead to mistakes.

• Be thorough. Ensure that everything has been scanned. Anything you miss will show up as a discrepancy and will be one 
more thing you will need to reconcile.

• Although the minimum period for stock taking is once every four weeks, if you can do more, do more. The more often stock 
takes are completed, the more accurate your stock valuation will be.

• Keep a list of frames sold whilst the stock take is ongoing. If a frame is sold in between being scanned and the stock take 
data being uploaded then it will show up as a discrepancy.  Having a list of frames sold will help resolve any discrepancies 
that much faster.



Discrepancies

After you have uploaded the data from the barcode scanner, Optix will compare it to the current stock levels on the system and 
then display a list of discrepancies between 
the two. 

Each of these discrepancies will need to be reconciled, a reason given for the discrepancy and then signed off by a manager or 
partner. Only when this is completed can the stock take be submitted.

You will need to handle any discrepancies using the rules below: 

1. If the discrepancy total is less than £100, it can be dealt with in practice.

2. If the value is between £100 - £200 then the practice partner should be officially notified.

3. If the value is between £300 - £500 then the partner and buddy should be notified.

4. A value of £500 or over will require the partner, buddy and finance team to be notified.

The contact to email in the finance is Munir Moosa munir@hakimgroup.co.uk. Can you please provide an explanation of how the 
discrepancies occurred and what action needs to be taken in order to avoid this is the future.

If there is a difference between the number of a frames scanned and the number expected by Optix, then the scanned number 
will become the new stock level for that frame. The data on the barcode scanner becomes your new stock levels.

Keeping the time between stock takes to a minimum means there is less time for discrepancies to creep in.

Benefits

Whilst managing your stock is an absolute necessity for the oncoming audits, following best practice when it comes to stock 
handling and stock takes will provide accurate data of your stock levels, which will in turn allow you to make smarter buying 
decisions. 


