ta qtics RETAIL COMPLIANCE AUDIT CHECKLIST

FREE RETAIL COMPLIANCE AUDIT TEMPLATE

Retail Compliance Audit Checklist

Use this 60-point checklist to review retail licences, customer pricing and promotions, product safety, recalls, accessibility, POS, customer data, employee
training, restricted sales, safety, suppliers, records, corrective actions, and sign-off.
Adapt this operational framework to the laws, licences, product rules, customer requirements, privacy obligations, employment rules, and local standards that apply to each location.

Store / location Audit date Auditor Compliance owner

1. Audit scope, compliance register, licences, policies, responsibilities, and previous findings

1 Confirm the store, audit date, auditor, store manager, business format, departments, services, operating hours, and activities included in the compliance review.
RETAIL COMPLIANCE
NAME Enter DATE / TIME Enter SIGN-OFF Sign

. Execution tip: Start by mapping the store's actual activities to applicable requirements. Retail compliance varies by country, product category, service model, landlord terms, and local licences.

2 Verify the location has identified the legal, regulatory, licence, permit, customer, brand, landlord, contractual, and CRITICAL
internal policy requirements that apply to its operations.
RETAIL COMPLIANCE
Requirement / Area Current Evidence Owner Action

. Execution tip: Start by mapping the store's actual activities to applicable requirements. Retail compliance varies by country, product category, service model, landlord terms, and local licences.

3 Check required licences, permits, registrations, certificates, approvals, notices, and renewals are current, available, and CRITICAL
assigned to responsible owners.
RETAIL COMPLIANCE

Requirement / Area Current Evidence Owner Action

. Execution tip: Start by mapping the store's actual activities to applicable requirements. Retail compliance varies by country, product category, service model, landlord terms, and local licences.

4 Review previous compliance audits, inspections, complaints, enforcement correspondence, customer disputes, product CRITICAL
incidents, safety findings, and open corrective actions.
RETAIL COMPLIANCE

Compliant Needs action Critical EVIDENCE Add

@ cxecution tip: Start by mapping the store's actual activities to applicable requirements. Retail compliance varies by country, product category, service model, landlord terms, and local licences.

5 Confirm critical-failure and escalation rules are defined for issues such as unsafe conditions, recalled products, serious CRITICAL
pricing or consumer issues, expired licences, restricted-product failures, or major data or security concerns.
RETAIL COMPLIANCE

Compliant Partial Non-compliant N/A

. Execution tip: Start by mapping the store's actual activities to applicable requirements. Retail compliance varies by country, product category, service model, landlord terms, and local licences.

6 Assign ownership for pricing, promotions, product compliance, customer policies, accessibility, POS, data, employee training, safety, restricted items, records,
incident reporting, and action closure.
RETAIL COMPLIANCE

Requirement / Area Current Evidence Owner Action

. Execution tip: Start by mapping the store's actual activities to applicable requirements. Retail compliance varies by country, product category, service model, landlord terms, and local licences.
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ta qtics RETAIL COMPLIANCE AUDIT CHECKLIST

2. Consumer information, pricing, promotions, discounts, returns, refunds, and advertising

7 Verify shelf prices, product tags, menu prices, promotional prices, digital prices, and checkout prices are CRITICAL
accurate and consistent for sampled items.
RETAIL COMPLIANCE
Compliant Needs action Critical EVIDENCE Add

@ Execution tip: Audit the customer promise against the actual transaction. Pricing, promotions, terms, and return policies should be consistent from display to checkout.

8 Check promotional claims, discounts, savings messages, bundles, loyalty offers, coupons, and campaign terms CRITICAL
are current, approved, and presented clearly without conflicting information.
RETAIL COMPLIANCE

ACTUAL / SAMPLE Enter REQUIREMENT Enter RESULT Record

@ Execution tip: Audit the customer promise against the actual transaction. Pricing, promotions, terms, and return policies should be consistent from display to checkout.

9 Confirm significant conditions, exclusions, eligibility rules, offer dates, quantity limits, fees, or other customer CRITICAL
terms are displayed or communicated where required.
RETAIL COMPLIANCE

ACTUAL / SAMPLE Enter REQUIREMENT Enter RESULT Record

@ Execution tip: Audit the customer promise against the actual transaction. Pricing, promotions, terms, and return policies should be consistent from display to checkout.

10 Review returns, refunds, exchanges, warranties, cancellations, deposits, reservations, delivery, or service CRITICAL
policies to confirm employees apply the approved customer policy consistently.
RETAIL COMPLIANCE

Compliant Partial Non-compliant N/A

@ Execution tip: Audit the customer promise against the actual transaction. Pricing, promotions, terms, and return policies should be consistent from display to checkout.

11 Sample recent pricing overrides, refunds, voids, discounts, complaints, or customer adjustments for CRITICAL
authorization, supporting evidence, and correct application of store policy.
RETAIL COMPLIANCE

Compliant Partial Non-compliant N/A

@ Execution tip: Audit the customer promise against the actual transaction. Pricing, promotions, terms, and return policies should be consistent from display to checkout.

12 Record misleading or outdated promotion material, price mismatch, undisclosed condition, inconsistent refund CRITICAL
treatment, unsupported override, or other consumer-facing compliance gap.
RETAIL COMPLIANCE

Compliant Needs action Critical EVIDENCE Add

@ Execution tip: Audit the customer promise against the actual transaction. Pricing, promotions, terms, and return policies should be consistent from display to checkout.
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3. Product compliance, safety, recalls, labels, warnings, traceability, and sale restrictions

13  Verify products offered for sale are approved for the store and meet applicable product, category, labelling, CRITICAL
packaging, safety, and traceability requirements relevant to the location.
RETAIL COMPLIANCE

Compliant Needs action Critical EVIDENCE Add

@ Execution tip: Sample high-risk products and recent recalls or withdrawals. Product compliance is strongest when the store can identify, block, segregate, and trace affected stock quickly.

14 Check required product labels, warnings, ingredients, usage instructions, origin information, age or safety CRITICAL
notices, expiry or best-before information, and other mandatory customer information are present where
applicable.

RETAIL COMPLIANCE

Compliant Partial Non-compliant N/A

@ Execution tip: Sample high-risk products and recent recalls or withdrawals. Product compliance is strongest when the store can identify, block, segregate, and trace affected stock quickly.

15 Confirm recalled, withdrawn, banned, quarantined, unsafe, expired, damaged, or otherwise non-saleable CRITICAL
products are identified, blocked from sale, segregated, and handled under the approved process.
RETAIL COMPLIANCE

Compliant Partial Non-compliant N/A

@ Execution tip: Sample high-risk products and recent recalls or withdrawals. Product compliance is strongest when the store can identify, block, segregate, and trace affected stock quickly.

16  Verify product recall or withdrawal notices can be acted on quickly using SKU, batch, lot, serial, supplier, date, or CRITICAL
other relevant traceability information.
RETAIL COMPLIANCE
Compliant Partial Non-compliant N/A

@ Execution tip: Sample high-risk products and recent recalls or withdrawals. Product compliance is strongest when the store can identify, block, segregate, and trace affected stock quickly.

17  Check restricted or controlled product categories use the required sale, age-verification, approval, display, CRITICAL
storage, or access controls applicable to the jurisdiction and product type.
RETAIL COMPLIANCE

Compliant Partial Non-compliant N/A

@ Execution tip: Sample high-risk products and recent recalls or withdrawals. Product compliance is strongest when the store can identify, block, segregate, and trace affected stock quickly.

18 Record missing warnings, expired goods, recall exposure, damaged packaging, uncontrolled restricted items, CRITICAL
poor traceability, or other product-compliance failures.
RETAIL COMPLIANCE

Compliant Needs action Critical EVIDENCE Add

@ Execution tip: Sample high-risk products and recent recalls or withdrawals. Product compliance is strongest when the store can identify, block, segregate, and trace affected stock quickly.
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4. Customer accessibility, equal service, facilities access, communication, and service policies

19 Inspect customer entrances, pathways, ramps, doors, counters, fitting rooms, restrooms, seating, lifts, or other CRITICAL
customer facilities for accessibility issues relevant to the site's applicable requirements.
RETAIL COMPLIANCE

Compliant Needs action Critical EVIDENCE Add

@ Execution tip: Walk the store as a customer who may need additional access or assistance. Temporary displays and local layout changes can create barriers even when the base facility is
compliant.

20 Check merchandise, temporary displays, queues, promotional units, carts, stock, or fixtures do not create CRITICAL
avoidable barriers in required customer access routes.
RETAIL COMPLIANCE

Compliant Partial Non-compliant N/A

@ Execution tip: Walk the store as a customer who may need additional access or assistance. Temporary displays and local layout changes can create barriers even when the base facility is
compliant.

21  Confirm employees understand how to provide appropriate assistance, alternative communication, or CRITICAL
reasonable service support to customers who need it under the organization's policy and applicable rules.
RETAIL COMPLIANCE

Compliant Partial Non-compliant N/A

@ Execution tip: Walk the store as a customer who may need additional access or assistance. Temporary displays and local layout changes can create barriers even when the base facility is
compliant.

22 Verify customer notices, essential service information, emergency information, return policies, and other important communications are available in
the required format or channels where applicable.
RETAIL COMPLIANCE

Compliant Partial Non-compliant N/A

@ Execution tip: Walk the store as a customer who may need additional access or assistance. Temporary displays and local layout changes can create barriers even when the base facility is
compliant.

23 Review complaints involving access, discriminatory treatment, refusal of service, communication barriers, or CRITICAL
inconsistent customer-policy application for investigation and corrective action.
RETAIL COMPLIANCE

Compliant Partial Non-compliant N/A

@ Execution tip: Walk the store as a customer who may need additional access or assistance. Temporary displays and local layout changes can create barriers even when the base facility is
compliant.

24 Record blocked access, inaccessible service points, poor customer assistance, discriminatory treatment, CRITICAL
unresolved accessibility complaints, or other equal-service concerns.
RETAIL COMPLIANCE

Compliant Needs action Critical EVIDENCE Add

@ Execution tip: Walk the store as a customer who may need additional access or assistance. Temporary displays and local layout changes can create barriers even when the base facility is
compliant.
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5. POS, receipts, payments, tax or fee configuration, cash controls, and transaction integrity

25 Verify POS terminals, payment devices, receipt systems, scanners, customer displays, and transaction CRITICAL
applications use current approved configurations and operate normally.
RETAIL COMPLIANCE
Requirement / Area Current Evidence Owner Action

@ Execution tip: Trace a real transaction from shelf or offer to receipt. This tests pricing, payment, tax or fee setup, overrides, approval, and record retention together.

26 Sample transactions to confirm item price, promotion, tax, fee, discount, tender type, loyalty treatment, and CRITICAL
receipt information are calculated and displayed correctly where applicable.
RETAIL COMPLIANCE

ACTUAL / SAMPLE Enter REQUIREMENT Enter RESULT Record

@ Execution tip: Trace a real transaction from shelf or offer to receipt. This tests pricing, payment, tax or fee setup, overrides, approval, and record retention together.

27 Checkrequired transaction records, receipts, invoices, return references, refund evidence, approval logs, and CRITICAL
other customer or financial records are generated and retained according to policy.
RETAIL COMPLIANCE

ACTUAL / SAMPLE Enter REQUIREMENT Enter RESULT Record

@ Execution tip: Trace a real transaction from shelf or offer to receipt. This tests pricing, payment, tax or fee setup, overrides, approval, and record retention together.

28 Verify cash drawers, floats, safe access, cash transfers, deposits, refunds, voids, no-sale openings, and manager CRITICAL
overrides follow the approved authorization and accountability controls.
RETAIL COMPLIANCE

Compliant Partial Non-compliant N/A

@ Execution tip: Trace a real transaction from shelf or offer to receipt. This tests pricing, payment, tax or fee setup, overrides, approval, and record retention together.

29 Confirm payment credentials, passwords, devices, terminals, and access rights are not shared or exposed in CRITICAL
ways that weaken transaction security or accountability.
RETAIL COMPLIANCE

Compliant Partial Non-compliant N/A

@ Execution tip: Trace a real transaction from shelf or offer to receipt. This tests pricing, payment, tax or fee setup, overrides, approval, and record retention together.

30 Record pricing or tax configuration errors, receipt failures, unsupported overrides, unexplained cash variance, CRITICAL
insecure payment practice, or other transaction-integrity gaps.
RETAIL COMPLIANCE

Requirement / Area Current Evidence Owner Action

@ Execution tip: Trace a real transaction from shelf or offer to receipt. This tests pricing, payment, tax or fee setup, overrides, approval, and record retention together.
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6. Customer data, privacy, consent, loyalty information, access control, and record handling

31 Identify customer personal information collected at the location through loyalty, membership, warranty, CRITICAL
delivery, returns, reservations, Wi-Fi, digital forms, or other store processes.
RETAIL COMPLIANCE

Compliant Needs action Critical EVIDENCE Add

@ Execution tip: Look for personal information where employees actually work. Screens, printed forms, labels, and shared devices often reveal practical privacy risks faster than policy review
alone.

32 Verify employees collect only the information required for the approved process and use the organization's CRITICAL
current privacy notices, consent steps, or customer disclosures where applicable.
RETAIL COMPLIANCE

Compliant Partial Non-compliant N/A

@ Execution tip: Look for personal information where employees actually work. Screens, printed forms, labels, and shared devices often reveal practical privacy risks faster than policy review
alone.

33 Check printed forms, customer lists, labels, receipts, delivery records, screens, tablets, POS terminals, and other CRITICAL
customer-information sources are protected from unnecessary public or employee access.
RETAIL COMPLIANCE

Compliant Partial Non-compliant N/A

@ Execution tip: Look for personal information where employees actually work. Screens, printed forms, labels, and shared devices often reveal practical privacy risks faster than policy review
alone.

34 Confirm user accounts, passwords, role permissions, device access, shared terminals, and local data exports CRITICAL
follow the organization's access-control and security requirements.
RETAIL COMPLIANCE

Compliant Partial Non-compliant N/A

@ Execution tip: Look for personal information where employees actually work. Screens, printed forms, labels, and shared devices often reveal practical privacy risks faster than policy review
alone.

35 Verify discarded paper records, labels, receipts, customer notes, or digital files containing personal information CRITICAL
are disposed of or deleted using the approved secure process.
RETAIL COMPLIANCE

Compliant Partial Non-compliant N/A

@ Execution tip: Look for personal information where employees actually work. Screens, printed forms, labels, and shared devices often reveal practical privacy risks faster than policy review
alone.

36 Record unauthorized access, exposed customer information, unnecessary data collection, consent gaps, CRITICAL
insecure storage, shared credentials, or other privacy and data-handling concerns.
RETAIL COMPLIANCE

Compliant Needs action Critical EVIDENCE Add

@ Execution tip: Look for personal information where employees actually work. Screens, printed forms, labels, and shared devices often reveal practical privacy risks faster than policy review
alone.
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7. Employee compliance, training, required notices, conduct, age-restricted sales, and role competence

37 Verify employees have completed the mandatory training required for their roles, products, equipment, CRITICAL
customer interactions, safety responsibilities, or regulated activities.
RETAIL COMPLIANCE
Requirement / Area Current Evidence Owner Action

@ Execution tip: Verify competence with real scenarios. Ask employees how they would handle a restricted sale, recall, customer complaint, safety event, or data concern.

38 Confirm required employee certificates, permits, competency records, acknowledgements, or authorizations are CRITICAL
current and available where applicable.
RETAIL COMPLIANCE

ACTUAL / SAMPLE Enter REQUIREMENT Enter RESULT Record

@ Execution tip: Verify competence with real scenarios. Ask employees how they would handle a restricted sale, recall, customer complaint, safety event, or data concern.

39 Check employees understand escalation rules for customer disputes, restricted-product sales, safety incidents, CRITICAL
suspicious transactions, product recalls, privacy concerns, and other compliance events.
RETAIL COMPLIANCE

ACTUAL / SAMPLE Enter REQUIREMENT Enter RESULT Record

@ Execution tip: Verify competence with real scenarios. Ask employees how they would handle a restricted sale, recall, customer complaint, safety event, or data concern.

40 Verify age-verification, identity-check, approval, refusal-of-sale, or restricted-service procedures are followed for CRITICAL
applicable regulated products or services.
RETAIL COMPLIANCE

Compliant Partial Non-compliant N/A

@ Execution tip: Verify competence with real scenarios. Ask employees how they would handle a restricted sale, recall, customer complaint, safety event, or data concern.

41 Check required workplace notices, internal policies, reporting channels, emergency contacts, conduct CRITICAL
expectations, and compliance communications are current and accessible to employees.
RETAIL COMPLIANCE

Compliant Partial Non-compliant N/A

@ Execution tip: Verify competence with real scenarios. Ask employees how they would handle a restricted sale, recall, customer complaint, safety event, or data concern.

42  Record expired training, missing authorization, policy bypass, inconsistent age verification, unapproved CRITICAL
practices, or employee behaviour creating a compliance risk.
RETAIL COMPLIANCE

Requirement / Area Current Evidence Owner Action

@ Execution tip: Verify competence with real scenarios. Ask employees how they would handle a restricted sale, recall, customer complaint, safety event, or data concern.
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8. Health, safety, emergency readiness, housekeeping, equipment, and customer environment

43 Inspect customer and employee areas for slips, trips, blocked passages, damaged fixtures, unstable displays, CRITICAL
exposed wiring, leaks, unsafe storage, or other visible hazards.
RETAIL COMPLIANCE
Compliant Needs action Critical EVIDENCE Add

@ Execution tip: Check both customer and employee safety. Retail compliance depends on visible hazard control, emergency readiness, safe equipment, and timely incident reporting.

44 Verify emergency exits, escape routes, fire doors, emergency lighting, alarms, extinguishers, first-aid resources, CRITICAL
and other required emergency controls are accessible and in serviceable condition.
RETAIL COMPLIANCE

Compliant Partial Non-compliant N/A

@ Execution tip: Check both customer and employee safety. Retail compliance depends on visible hazard control, emergency readiness, safe equipment, and timely incident reporting.

45 Check equipment, ladders, material-handling devices, electrical leads, plugs, tools, stockroom fixtures, CRITICAL
compactors, doors, and other operating equipment are safe to use.
RETAIL COMPLIANCE

Compliant Partial Non-compliant N/A

@ Execution tip: Check both customer and employee safety. Retail compliance depends on visible hazard control, emergency readiness, safe equipment, and timely incident reporting.

46  Confirm housekeeping, waste handling, spill response, pest control, hygiene-sensitive areas, temperature CRITICAL
controls, or other store-specific safety and sanitation routines are completed where applicable.
RETAIL COMPLIANCE

Compliant Partial Non-compliant N/A

@ Execution tip: Check both customer and employee safety. Retail compliance depends on visible hazard control, emergency readiness, safe equipment, and timely incident reporting.

47  Verify employees know how to report hazards, injuries, customer incidents, emergency events, equipment CRITICAL
defects, and near misses through the approved process.
RETAIL COMPLIANCE

Compliant Partial Non-compliant N/A

@ Execution tip: Check both customer and employee safety. Retail compliance depends on visible hazard control, emergency readiness, safe equipment, and timely incident reporting.

48  Escalate failed life-safety systems, serious hazards, blocked emergency access, unsafe equipment, major spill, CRITICAL
hygiene concern, or other condition requiring immediate control.
RETAIL COMPLIANCE

Compliant Needs action Critical EVIDENCE Add

@ Execution tip: Check both customer and employee safety. Retail compliance depends on visible hazard control, emergency readiness, safe equipment, and timely incident reporting.
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9. Receiving, suppliers, inventory, expiry, storage, restricted stock, waste, and third-party controls

49 Verify deliveries are received against approved purchase or transfer documents and that quantity, product CRITICAL
identity, package condition, and required compliance information are checked.
RETAIL COMPLIANCE

Compliant Needs action Critical EVIDENCE Add

@ Execution tip: Follow one product from delivery through storage, saleability, expiry, return, recall, and disposal to test the full inventory-compliance chain.

50 Confirm suppliers, contractors, merchandisers, maintenance teams, delivery providers, and other third parties CRITICAL
follow the store's access, safety, security, product, and compliance requirements.
RETAIL COMPLIANCE

ACTUAL / SAMPLE Enter REQUIREMENT Enter RESULT Record

@ Execution tip: Follow one product from delivery through storage, saleability, expiry, return, recall, and disposal to test the full inventory-compliance chain.

51 Check stockrooms, refrigerated storage, high-value areas, restricted products, hazardous materials, chemicals, CRITICAL
batteries, waste, and other controlled storage areas use the required segregation and conditions.
RETAIL COMPLIANCE

ACTUAL / SAMPLE Enter REQUIREMENT Enter RESULT Record

@ Execution tip: Follow one product from delivery through storage, saleability, expiry, return, recall, and disposal to test the full inventory-compliance chain.

52 Review expiry, shelf-life, rotation, batch or lot control, damaged goods, quarantine, returns to vendor, recalls, CRITICAL
and other inventory statuses that can affect legal or customer compliance.
RETAIL COMPLIANCE

Compliant Partial Non-compliant N/A

@ Execution tip: Follow one product from delivery through storage, saleability, expiry, return, recall, and disposal to test the full inventory-compliance chain.

53 Verify waste, recycling, damaged goods, confidential records, hazardous or regulated waste, and product CRITICAL
disposal use the approved process and required records where applicable.
RETAIL COMPLIANCE

Compliant Partial Non-compliant N/A
@ Execution tip: Follow one product from delivery through storage, saleability, expiry, return, recall, and disposal to test the full inventory-compliance chain.

54 Record unverified deliveries, expired stock, uncontrolled restricted products, poor storage, unapproved supplier CRITICAL
activity, disposal gaps, or other third-party and inventory compliance issues.
RETAIL COMPLIANCE

Compliant Needs action Critical EVIDENCE Add

@ Execution tip: Follow one product from delivery through storage, saleability, expiry, return, recall, and disposal to test the full inventory-compliance chain.
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10. Records, incidents, corrective actions, compliance trends, management review, and final sign-off

55 Record every compliance finding with the applicable requirement or policy, exact store area or process, objective CRITICAL
evidence, risk, immediate action, and responsible owner.
RETAIL COMPLIANCE

Compliant Needs action Critical EVIDENCE Add

. Execution tip: Close findings with evidence, not assurances. Repeated issues should trigger broader corrective action across processes, stores, training, or system configuration.

56 Classify findings consistently using the approved critical, major, minor, observation, or equivalent method and escalate CRITICAL
serious customer, product, safety, data, or regulatory risks promptly.
RETAIL COMPLIANCE

Compliant Partial Non-compliant N/A

. Execution tip: Close findings with evidence, not assurances. Repeated issues should trigger broader corrective action across processes, stores, training, or system configuration.

57  Assign each failed check to a named owner with priority, due date, temporary control, evidence requirement, escalation CRITICAL
route, and verification responsibility.
RETAIL COMPLIANCE
Compliant Partial Non-compliant N/A

@ cxecution tip: Close findings with evidence, not assurances. Repeated issues should trigger broader corrective action across processes, stores, training, or system configuration.

58 Verify closure using repeat inspection, corrected signage, transaction evidence, training proof, system update, licence CRITICAL
renewal, product removal, repair records, photos, or other objective evidence.
RETAIL COMPLIANCE

Compliant Partial Non-compliant N/A

. Execution tip: Close findings with evidence, not assurances. Repeated issues should trigger broader corrective action across processes, stores, training, or system configuration.

59 Review repeated pricing issues, complaints, product failures, access concerns, safety events, privacy incidents, training CRITICAL
gaps, expiry problems, third-party issues, and overdue actions for systemic improvement.
RETAIL COMPLIANCE

Compliant Partial Non-compliant N/A

. Execution tip: Close findings with evidence, not assurances. Repeated issues should trigger broader corrective action across processes, stores, training, or system configuration.

60 Record the final compliance score, unresolved critical findings, corrective-action status, next audit date, auditor, store CRITICAL
manager, compliance owner, approver, date, time, and sign-off.
RETAIL COMPLIANCE

Compliant Needs action Critical EVIDENCE Add

. Execution tip: Close findings with evidence, not assurances. Repeated issues should trigger broader corrective action across processes, stores, training, or system configuration.

RUN THIS AUDIT DIGITALLY

Turn retail compliance gaps into verified corrective action

Use Tagtics to schedule compliance audits, capture objective store evidence, escalate critical findings, assign corrective actions, verify closure, and compare compliance
performance across every location.
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