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RE: CEO DIRECTIVE ON ADMINISTRATIVE SHOP VISITS
All Administrators,
As part of strengthening operational controls and improving service delivery across all outlets, you are hereby formally instructed that during every shop visit, the following duties must be undertaken without exception:
1. Petty Cash Verification
Verify petty cash balances against approved records and supporting documents, and sign to confirm verification.
2. Stock Spot Checks
conduct random spot checks on stock to ensure physical quantities correspond with system and manual records. Any discrepancies must be reported immediately.
3. Instruments of Work
Identify, record, and report any non-functional, damaged, or missing instruments of work, with recommendations for repair or replacement.
4. Staff Welfare
Engage staff to assess welfare matters, including working conditions, safety, and general wellbeing, and document any concerns raised.
5. Burning / Urgent Issues
Take note of any urgent operational or compliance issues requiring immediate attention and escalate accordingly.
6. Required Improvements
Observe operations and document any areas requiring improvement, including actionable recommendations.
All findings from each shop visit must be clearly documented and submitted in a written shop visit report immediately after the visit.
Strict adherence to this directive is mandatory. Any failure to comply will be treated as a management oversight.
Kindly ensure full compliance.
Yours faithfully,
[bookmark: _GoBack]Jonah Njoroge
Chief Executive Officer
Dr Spice Organics Ltd
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