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What makes up the Monthly Report?
• The monthly report consists of the following:

• Monthly Inventory Report
• Listing of Deliveries by RA Location/Stop
• Listing of Distributions by Sales Order to RAs
• Invoice
• Adjustment, Damage, Loss Statements 
• Additional documentation as needed

• I.e., Temp logs, BOLs, Delivery Slips
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Monthly Report and Invoice Expectations

• By the 5th of each month submit the following:
• Monthly Inventory Report
• Listing of Deliveries by RA Location/Stop
• Listing of Distributions by Sales Order to RAs
• Invoice
• Adjustment, Damage, Loss Statements (if applicable)

• Please submit these to 
• ogs.sm.accountspayable@ogs.ny.gov 
• ogsdonatedfoods@ogs.ny.gov

mailto:ogs.sm.accountspayable@ogs.ny.gov
mailto:ogsdonatedfoods@ogs.ny.gov
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Monthly Inventory Report
• The Monthly Inventory report provides an accounting of USDA Foods 

received, stored, and distributed during a month.

• Parts to the Inventory Report
• Monthly Inventory Report
• List of distributions of each Sales Order to RAs
• Listing of Deliveries by RA

• Recipient
• Delivered by stop/location

• Invoice
• Broken down by line (varies)

• 1-99
• 100-199
• 200 +
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Monthly Inventory Report Criteria

• USDA Sales Order #
• Sales Order Item #
• USDA Material Number
• USDA Material Description
• Beginning Balance (carried over from previous month)
• Total Received (deliveries received during the month)
• Total Distributed (total distributed to during the month)
• Adjustments (Damage, Loss, Found)
• Ending Balance
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Additional Monthly Inventory Report Criteria
• Examples of additional information that can be included (if not burdensome):

• Days Stored (recommended)
• Pack /Use By / Best By /Expiration Dates
• Break up adjustments

• Damage, Loss, Found
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Invoice
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Listing of Deliveries
• The Listing of Deliveries is supporting documentation that reports the 

products delivered to each school district by location/stop. 

• Please include the following:
• RA - School Name / Location (stop)

• May split up into different columns
• USDA Material No
• USDA Material Description
• Cases Delivered
• Delivery Date
• Case Price
• Total Price
• Any additional information you’d like to include
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Example of Listing of Deliveries
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Listing of Distribution of Sales Orders to 
Recipients

• This is a listing of all distributions of sales orders to each RA.
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Additional Supporting Documents
• Use the Listing of Deliveries as supporting documentation for your invoice. 

You can do this by adding the date of delivery, case price, and total price
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Additional Supporting Documents
• We might ask for additional documentation, examples include:

• Delivery Slips
• Receiving Documentation (BOL)
• Temperature Logs
• Pest Control Logs
• Pictures of product or storage



August 16, 2024 13

Common Inventory Report Mistakes
• Beginning Balance does not match the Ending Balance of the prior 

month
• The Listing of Deliveries by RA Location/Stop should support the 

inventory report and invoice.
• The Listings of Distributions by Sales Orders to RAs should support the 

inventory report and invoice.
• Adjustments on the inventory report are missing Adjustment, Damage, 

Loss Statement
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Creating an Inventory Report In WBSCM
• Copy previous Month’s Inventory Report to new Excel file.
• Update Distributed Qty., Adjustments, and Ending Balance. 

• Create Adjustment, Damage, Loss Statement if needed.
• Run the Order Status Report in WBSCM
• Create a pivot table 

• Sales Order #
• SO Item #
• Material
• Material Desc.
• Date Received
• Vendor Name (optional)
• Good Qty (In Cs)

• Paste these new orders to the bottom of your current inventory report. Move and copy 
and paste the Good Qty. (In Cs) to the Received Qty. 

• Add additional columns as needed 
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