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Music Store Instrument Inventory
Checklist Template

Initial Inventory Verification

Confirm starting quantities match records.

Inventory Verification Date

Enter date...

Starting Quantity - Guitar (Acoustic)

Enter a number...

Starting Quantity - Guitar (Electric)

Enter a number...

Starting Quantity - Drum Kit

Enter a number...

Starting Quantity - Keyboard/Piano

Enter a number...
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System Used for Record Keeping
C] Spreadsheet (Excel/Google Sheets)
(] Dedicated Inventory Software

(] other

Notes on Initial Verification

Write something...

Instrument Condition Assessment

Evaluate the physical state of each instrument.

Serial Number (if applicable)

Enter a number...

Overall Condition
(] Excellent

Detailed Condition Notes (e.g., scratches, dings, repairs)

Write something...



Functionality Check
(] Fully Functional

(] Minor Issues

(] significant Issues

Photo of Condition (optional)

s Upload File

Strings/Reeds/Batteries (if applicable)

Enter a number...

Casel/Gig Bag Condition
(] Excellent

Accessory and Part Inventory

Account for related accessories and replacement parts.

Strings/Cables (Quantity)

Enter a number...

Picks/Tuning Pegs (Quantity)

Enter a number...



Straps (Quantity)

Enter a number...

Cases/Gig Bags (Quantity)

Enter a number...

Amplifier Tubes (Quantity)

Enter a number...

Drumsticks (Pairs - Quantity)

Enter a number...

Reeds (Type & Quantity)
(] Alto Saxophone

(] Tenor Saxophone

(] Soprano Saxophone

(] Baritone Saxophone

Notes on Accessories/Parts Condition

Write something...

Rental Equipment Status

Check rental agreements and equipment readiness.



Rental Start Date

Enter date...

Rental End Date (Expected)

Enter date...

Rental Fee

Enter a number...

Condition Upon Rental
(] Excellent

(] Good

Customer Name

Write something...

Rental Agreement ID

Write something...

Returned?

(] Yes
(JNo



Expected Return Time

Consignment Inventory Tracking

Verify consignment agreements and artist payouts.

Consignment Item ID

Enter a number...

Artist/Consignor Name

(] Artist 1
(] Artist 2
(] Artist 3

Quantity Consigned

Enter a number...

Consignment Start Date

Enter date...

Consignment End Date (Expected)

Enter date...



Consignment Price

(Enter a number... )

Payment Split (%)
() 50150

() e60/40
(J70/30

Units Sold

CEnter a number... )

Storage Area Organization

Assess storage area cleanliness and instrument placement.

Aisle Designation

( © Set My Current Location )




Instrument Count per Shelf

Enter a number...

Shelf Stability

(] stable

(7] slightly Unstable
(] Unstable

Lighting Adequacy
(] Adequate

(7] Dim

(] Insufficient

Notes on Temperature Control

Write something...

Dust Accumulation Level

(JLow

(] Moderate

(] High

Security Protocol Compliance

Check security measures for theft prevention.



Alarm System Armed?

(] Yes
(JNo

Security Cameras Operational?

(] Yes
(JNo

Number of Security Keys Available

Enter a number...

Last Security System Maintenance Date

Enter date...

Door Locks Verified - All Secure?

(] Yes
(JNo

Notes on observed security concerns

Write something...

Record Discrepancies & Adjustments

Document and correct any inventory discrepancies.



Discrepancy Quantity

Enter a number...

Reason for Discrepancy

(] Theft
(] Damage
(] Miscount

(] Shipping Error

(] other

Detailed Explanation of Discrepancy

Write something...

Adjusted Quantity

Enter a number...

Adjustment Type
(] Addition
(] Subtraction

Adjustment Date

Enter date...



Adjustment Time

Authorized Signature

C

Final Reconciliation & Reporting

Compare physical count to records and generate a report.

Total Value of Inventory

Enter a number...

Number of Discrepancies Found

Enter a number...

Summary of Discrepancy Adjustments

Write something...

Reconciliation Completion Date

Enter date...



Reconciliation Status
(] completed

(] Pending Review

(] Requires Adjustment

Supporting Documentation (e.g., Adjustment Logs)
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Comments/Notes on Reconciliation

Write something...



